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Right from the start — 
your new IBM Electric means 


faster, easier typing! 
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For increased office efficiency, your boss is sure to go electric—make sure he goes IBM! 


You ll be amazed at how much eas Your boss will be amazed at how 
ier it is' Why typing on an IBM much time and work it saves! Be 
actually takes up to 95.4", less finger cause typing gets done so much 
eflort than a manual! And no matter faster on an IBM, typing costs are 
| letter will reduced and othce ethciency is in 
on. You'll proved. Remember, too, the IBM. is 

turn out tvpil Ve I] be ple ised to thre simplest electric in operation 


turn it he'll be proud to sien the most dep nadalble in performance! 
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When you take pen in hand... make it a 


Hlean Write 


. BALL PEN 










A Point 


for every purpose... 


=| The world’s finest 


dictation 
note-jotting 


ve N " 
" throw-away’” pen! bookeeping 
thermo-fax copy 
> marking 
\ Miles of smooth writing flow so 
oil easily from Klean Write Ball Pens. 


The precision points glide over writ- 
ing surfaces at just a touch of your 
fingertip. Fill in the order blank be- 
low and send for your trial order of 
Klean Write Ball Pens today! 





8 CLEAR LINE COLORS— Blue, Black, Red, Green, 
Brown, Gold, Lavender, Turquoise. 


3 GOLD STREAK POINTS —The Premium Medium 
Point for every general use. . . . . . . .39¢ 


The Executive Fine Point for secretaries, 
eats, dete ...4 << 6. bbws © 6 4 


The Multi-Purpose Point for marking, photo 
reproductions, thermo-fax, blueprints, multilith . 59¢ 





To: FRANKEL MANUFACTURING CO. 
285 Rio Grande Bivd., Denver 23, Colorado 


Please send me a trial order of 


quantity desired 


Klean Write Ball Pens. If | am not 100% satisfied, | 
can return the order and receive full credit. 


Specify ink colors desired 





Executive Point Multi-Purpose Point 


\ 
FRANKEL 


MANUFACTURING COMPANY 


Established 1906— manufacturers of world famous Klean Write 
stencils and nylon ribbons 


Name 
Firm Name 
Address 


City Zone State 
naa aE aE ETE Eee eS ee oe 


\ Indicate points desired Premium Point 


285 Rio Grande Boulevard « Denver 23, Colorado 
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TRAVEL PLANS 

loom large in Connie Cavaliere’s 
day. On the job at world-famous 
Thos. Cook’s, she’s right smack 


in the middle of other people's 


vacations, still finds time to 


make plans for herself. Just 





look at her going over the enticing 
brochures describing the newest 
Cook’s tour. Sighs travel-mad 
Connie: “It’s a Big. Wide, Wonderful 
World.” 


TRAVEL IDEAS... 

to inspire you to see faraway 
places—if not this year, then 
maybe in 1959 after twelve months 
of saving for something big. Our 
candidates for the must-see list: 
sunny Spain, the captivating Carib- 


bean. 


BEAUTY EXPERT 

Eddie Senz has restyled and made up 
movie stars. television celebrities. 

the casts of Broadway shows. loads 
of secretaries. In this issue. he 
discusses your “Face Value.” gives 
you some valuable pointers on 


how to look your best. 


ALSO 

a report on “Flying Secretary” 
McKeen, who's combining a job 

ind travel for six busy weeks... 

a “Close-Up on Calculators” for 

some fascinating figures . 

a disk ussion of business law 


problen Soin Pegey Rollason’s 


“How To” series. 


to 
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ON THE COVER: set to sail to the four 

corners of the globe, set to shine 

on all the beac hes at home—W hite Stag’s 

“Slim Diggers.” In cotton herringbone 
twill, as praittend as it is pretty. 


Colors: blue, almond, green 


black, white. Sizes: 10-20. $5.95. 





SUBSCRIPTIONS: Send subscription correspondence and change of address to 
Subscription Manager, tovay’s secnetany, 330 W. 42 Street, New York 36, 
N. Y. Subscribers should notify publication promptly of any change of address, 
giving old as well as new address, and including postal zone number, if any. If 
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allow one month for change to become effective 
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announcing the new 


Super NYLEX 


typewriter ribbon with BAN-LON* 
...to create lasting vmpressions 
for any office 













The incomparable L 


LASTING IMPRESSION 


The incomparable L 


LASTING IMPRESSION 


The incomparable L 


LASTING IMPRESSION 











A totally new typewriter ribbon, with patented OO a -_. ss ; 
e ” . ' ' 
“crimped weave” construction, creates thousands KMemington. BFband ' 
of “metered flow” ink reservoirs within the ribbon, : DIVISION OF SPERRY RAND CORPORATION 

' 

' 

! 


permitting only a controlled amount of ink to be Room 1521, 315 Fourth Avenue, New York 10, N. Y. 


released with every strike of the type bar. The 
result: clean, sharp type impressions, a fashion- 
able dark write and up to 40% longer ribbon life. | 
Only Super NYLEX with Ban-Lon can make this 1 
possible. For further information fill inthe coupon. 


Name 
ae 
Address 


City 


Zone Stote 
*BAN-LON is a registered trademark of Jos. Bancrolt & Sons 
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FOTO PLUS > 





Dept.S ° 


| (] 25 Photos. $1 enclosed. 





BOX10 ° 


Rush by return mail my Wallet Photos as checked below: ; 
() 60 Photos. $2 enclosed. 
[-] Include my 5x7 mounted Studio Enlargement with my Wallet 


Photos. | am enclosing 25¢ (Additional Enlargements 59¢ each). 
Enclosed is photo, snapshot or negative, to be returned unharmed 


Embossed 


WALLET 


PHOTO 
QF monomer § 


We pay postage — 


xeken= 








no. other charges 








Beautifully printed on expensive-looking 
silk finish, double-weight studio paper 
with panel edge — perfect as gifts to 
classmates, friends, relatives...for school 
and job applications, etc. SEND ANY 
PHOTO OR NEGATIVE (returned un- 
harmed) and just $1 for every 25 photos 
from one pose — or $2 for 60 photos. 
Order NOW — from the largest mail 
order photo studio in the East. Satisfac- 
tion and quick delivery guaranteed. 





NEW YORK 1,N.Y.—— — 


WANT A 5x7 STUDIO 
PORTRAIT 


Enlargement 
with wallet order ? 


only 25¢ extra 





mounted in Exhibition 
Easel Frame 
() Check here if you 





| NAME 
(Please Print) 
| ADDRESS 
| erry —_ ZONE__STATE 








desire 5x7 offer 








FLICK A LINE 
finds the line 
everytime 








Reverse its panel! 
Change its height! 
Flick its rubber wheel! 
Left or right! 


Genuine walnut base with pencil groove and 
book ledge. Inclined masonite panel 83%, x 14. 


low, low $6.50 prepaid 


The ONLY four-way.... 
COMPLETE copy holder 


Preferred by professionals. 


FRANKLIN TABLE COMPANY 


16 N. 4th Ss? K y. 





Louisville, 








makes 


NEAT 
ERASURES 


with a 


RUSH- 


-FYBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. 
No erasing shield — the 
Rush Eraser is less than 
one character thick. In 
beautiful, life-time plastic 
case, handy to use as a 
pencil, with long-lasting 
propel-repel refills. 








Order from your Dealer 
or send 50¢ and 
name of dealer to 
The Eraser Co., Inc. 
1068 S. Clinton St., Syracuse 4, N. Y. 
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Thousands Have Increased 
Their Shorthand Speed with 
Dictation Lise Records... 


Here’s how you can do the same! 











Countless letters from all over the U.S. 
tell us that those who use Dictation Disc 
Records get higher marks in school, 
better jobs, salary increases of $10 to 
$20 per week. The Dictation Disc Method 
is now used and recommended by 1,980 
leading schools in the U.S. No matter how 
fast or slow your shorthand speed there’s 
a Dictation Disc record just for you. See 
the coupon below and check the ones you 
want us to send you. This is a special, no- 
risk, money-back guarantee offer! 


Look what these experts say Slere’s the quic! 


quick, easy, modern way to develop short- 
hand speed and accuracy! You practice at home, in 


° spare time by listening to amazing new Dictation Dis 
about this wonderful new system! esr: ——<—_" 


available in all speeds 





15 minutes dictation on each 45 rpm record 





More Shorthand Speed 


“The key to shorthand speed is regular dictation prac- Means More Money for You! 


tice, and your records provide the student secretary 





with a rich supplement to such a program. The very Thousands have used this eflective method and in- 
precise and clear manner in which they are dictated creased their writing efficiency, poise, and confidence 
makes easier the climb to greater shorthand speed.” as much as 50%! Big pay raises come automatically 
William Cohen, World's Shorthand Champion with higher shorthand speeds. Read what the experts 
(280 wpm for 5 minutes) say about this practical, inexpensive way to improve 
your skill. Start right now to boost your earnings as 
“In my estimation the dictation disc system of develop- you — — ag speed by putting this re- 
ing speed is the best I have ever seen.” markabie system to wor or you 
homas Cole, Chairman, Committee on Professional Education 
N. Y. State Shorthand Reporters Send No Money! Mail The Coupon Now! 
Regardless otf how last or slow) you now write 
“Your dictation records are made to order for the shorthand there’s a Dictation Disc just for you. Check 
teaching profession. They ease my chores and make the below the ones you want. Send no money—just the cou- 
students’ work more enjoyable. By providing graded — On arrival, pay price indicated plus COD and 
dictation in l-minute spurts, the results have been 1andling charges. Or. enclose cash, check, or money 
phenomenal!” Pau! Simone, Author of ‘‘A Stroke in Time"’ order now and we will ship your records postpaid 
Instructor, Columbia University Either way—this method MUST do everything we 
say it will or you may return records in 10 days for 
“We are using your records and find them invaluable in full refund. Mail the coupon now! - . 
teaching shorthand. The records are clear and distinct 45 minutes dictation on each 33'/; LP record 


and the students love to take dictation from them. It 
is a pleasure to recommend your records to any school 
teaching business subjects. They will greatly increase 
the efficiency of the department.” E. 0. Fenton, President 

American Institute of Business, Des Moines, lowe 





Dictation lise Ca. 


1957, Dictation Disc Co., 170 Broadway, New York 38, N. Y. 
~JueSQCEwatae eS eS SS SS SSS SSS EE ESSE SE SE SE SE SE SE SE SE SE SESS ee ee ee ee ee ee ee ee 


























- DICTATION ORDER COMPLETE SETS AND SAVE UP TO 18%. [7 , nm. 52.00 oa. ; 
, DISC 45 R.P.M. $1.75 each Set No. 61—78 rpm r] 
3 ds—$2.00 ea. 
i COMPANY Set No. 41—45 rpm Set No. se rpm Set No. 47—45 rpm 0 ‘1 60 4 70 Hy 
4 ds—$1.75 ea. 4 records—$1.75 ea. 4 records—$1.75 ea. |} #2. 70 & 80 
i 170 Broadway, New York 38, N. Y. ol ae tae . -s 0 +13. 100 & 110 *Office Style Dictation “ 23. 80 & 90 1 
Dept. TS-5 22. 60 & 70 O #14 tht +74 0 #23 *(untimed, with Complete Set—$5.25 
as 7 0 #15. 224 corrections, 
: z4: 70,8 80 itil Sats ng eae Heeraemame e | | Sette, oo sam | 
Please send me the records indicated, On } Complete Set—$5.75 = er 4 C) #26. insertions 3 records—$2.00 ec. 
! arrival I will pay price indicated plus COD See ae Complete Set—$5.75 [) #4. 90 & 100 
§ and handling charges. I must be delighted Set No. 42—45 rpm Set No. 45—45 rpm Set No. 50—45 rpm LJ 4 ok +4 ' 
g on may return record(s) in 10 days for full 4 records—$1.75 ea. 4 recorde—$1.75 oa. 4 records—$1.75 ea. = Complete Set—$5.25 i 
refund. O #5. 80 & 90 Brief Forms & Phrases Legal Dictation 
t : C) #6. 80 & 90 pn C) #31. 80 & 90 33'%, L.P. $5.00 ea. | 
I enclose full payment now, please ship CO) #7. 90 & 100 i par 70 t 90 ) #32. 90 & 100 
i records postpaid. O #8. 90 & 100 " Elementary Dictation © #33. 100 & 119 Set No, 71—33'/, LP | 
() Complete Set—$5.75 #19. 40 & 50 C) #34. 110 & 120 2 records—$5.00 ec. 
| O Sets 414 & 42—$10.75 Son C) Complete Set—$5.75 C) #1. 60, 70, 80, 90 t 
NAME Oo Rasa bo 75 tL) #2. 70, 80, 90. 100 
ee Set No. 43—45 rpm i omy Ay C) Complete Set—$8.75 i 
r rés— . . 
| 4 records—$1.75 ea. Set No. 46—45 rpm pe a Set No, 72—33'/, LP i 
— « Medical Dictation 3 
ADDRESS... 0 #9. 100 & 110 2 records—$1.75 ea. T) #35. 80 & 90 2 records—$5.00 ec. 
i O #10. 100 & 110 Regents Examinations * 236. 90 & 100 #3. 90, 100, 110, 120 i 
) #11, 100 & 110 #21. 80 (N.Y. State } 237. 100 & 110 “| 24. 100, 110, 120, 130 
| 212. 110 & 120 [) #22. 80 Regentstests) ©) 238. 110 & 120 “\ Complete Set—$8.75 t 
i CITY ZONE STATE Complete Set—$5.75 } Complete Set—$3.00 }) Complete Set—$5.75 C) Sets 71 & 72—$16.50 1 
ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee oe oe 
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after 
TYPE-ERASE 





why type letters over—when 


EAGLE-A TYPE-ERASE PAPER 


makes it so.easy to correct typing errors! 


Eagle-A Type-Erase paper practically puts your waste paper 
basket out of business! With this easy-to-erase paper, there’s 


no need to type letters over again because of messy erasures. 


When typing errors occur, you can make fast, clean erasures 
on Type-Erase paper with a pencil eraser. And when you 


type in your correction, your retyping will look just as 
neat as the rest of your letter. Ask your stationer for Eagle-A 
Type-Erase in bond and onion skin weights. This economical 
25% cotton fiber paper comes in letter and legal sizes, 
plain or ruled — in packets or the Eagle-A “Hinge-Top” box. 
Secretaries and teachers: for free Type-Erase test sheets and our 
Letter Placement Guide, write on your firm or school letterhead 
to Dept. S, American Writing Paper Corporation, Holyoke, Mass. 





= EAGLE-A 
BOXED 
‘TYPEWRITER PAPERS 














ee 


100% COTTON FIBER EXTRA No. 1: Coupon Bond 
100% COTTON FIBER: Agawam Bond, 
Agawam Onion Skin and Coupon Onion Skin 
75% COTTON FIBER: Contract Bond 
50% COTTON FIBER: Acceptance Bond 
25% COTTON FIBER: Trojan Bond, 
Trojan Onion Skin, Trojan Manuscript Cover 
SULPHITE: Quality Bond, Quality Onion Skin, 
Quality Manifold and Translucent Bond 


TYPE-ERASE: The 25% cotton fiber Bond and 
Onion Skin with “built-in erasability’”’ 





Ask the 
Experts... 





Q. Have you any suggested synonym ex- 
cept employer for the term boss? Why not 
coin a word that expresses the same mean- 
ing but has a connotation somewhere be- 
tween the staid aloofness of employer and 
the dissatisfying slang of boss? (Actually, 1 
feel that there is a subtle distinction between 
hoss—the person one works for—and em- 
ployer—the person or company that pays 


one’s salary.) 


A. Most authors and editors of text- 
books would indorse your suggestion that 
we need a better word than either boss or 
employer to represent the person to whom 
an employee is responsible. To date, how- 
ever, nothing satisfactory has been sug- 
gested. 

For a sec retary or stenographer. it is 
correct to refer to the “dictator.” Occa- 
sionally, “the chief” is used. 





Q. ma cit il service employee. and 
there’s a problem I would like to have you 
solve for me. I would like to know how to 
word a letter to the members of our board 


asking for a leave of absence due to illness. 


A. Youshould word your request in the 
following way: 
Gentlemen: 

On the recommendation of my doctor 
(statement from him is enclosed). I would 
like to request a leave of absence from my 
job as (state your classification) begin- 
ning November 1. The doctor believes | 
shall need approximately one month of 
treatment and rest before | can resume 
my duties. 

Since I have always enjoyed my work, 
| should appreciate it if my job could be 
kept open for me. 

Cordially yours, 


Q. Will you please tell me whether to use 
direct or directly in the following sentence: 
Write (direct, directly) to the Connecticut 
Pen Company. 


A. In business expressions, direct is 


TODAY’S SECRETARY 


Business English ..... E. Lillian Tintchinson 


Secretarial Practice .. Madeline S. Strony 


Business Law......... R. Robert Rosenberg 
Bookkeeping ........ J Marshall Hanna 
Typewriting .......... 4lan C. Lloyd 
Business Arithmetic .. Vivian W. Kline 
ee Charles E. Zoubek 
iL Serer rrr) V. Mae Sawyer 





more frequently the word to be chosen, 
as in your sentence. Directly is used when 
the meaning is “in a direct line of author- 
ity, with nothing coming between us” (as 
“directly 


responsible”), or when the 


meaning is “exactly” (as “the house di- 


rectly opposite’). 





. I have just started using an electric 
machine. and I have noticed that I will often 
type the letter | at the beginning of a word 
just after spacing. I get something like this: 
follows. Is there any drill that I can practice 
to correct this fault? 


{. Most typists use a finger on each 
hand as an “anchor” that guides the hand 
back to position after each stroke; most 
typists are trained to use the little fingers. 
controlling the A and semicolon keys. 
“drag.” most typists 
find a lot of A’s and :'s sprinkled in the 
copy when they begin to use an electric. 


Since these fingers 


Some typists, however, with longer- 
than-average second (ring) fingers, de- 
velop the habit of using those fingers as 
anchors instead. You, evidently, are doing 
this. You should practice lots of words 
that are based on letters in the home row. 
like “dad had a sad lad: a sad lad had a 
glass flask.” 


Q. Please tell me whether or not an apos- 
trophe should be used in the following sen- 
tence: The club held its annual (ladies, 
ladies’) night banquet last Monday night. 

I have noticed that some people. including 
newspapermen, use the apostrophe and some 


do not. 


A. Often the apostrophe is omitted 
from plural nouns that are considered to 
be nouns used as adjectives rather than 
true possessives, as teachers college. girls 
high school. The same interpretation of 
construction may be applied to ladies 
night banquet. The apostrophe, however, 
is not incorrect in your phrase. 
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IT’S NEW/ 


The Verifax 
Bantam 
Copier... 


ONLY $QQ 50 / 







LIGHT, CAPABLE ... AT LOWEST PRICE OF ALL! 


N UNHEARD OF low price for an 
A office copier! About half the 
price of other “low-cost”? copiers! 
Yet the Bantam gives you all the 
extras of Verifax copying, does jobs 
other copiers can’t touch! 


Makes 5 completely dry copies of 
| | 


any document in 1 minute for 2%¢ 
each. Makes copies on white bond- 
type paper, card stock, printed office 





A completely different copier—saves hours 
of typing and checking 
ready-to-use copies in a minute. 


gives you 5 dry, 


eeeeveeeeeeeeeeeeee MAIL COUPON TODAY eeeeeeee 
EASTMAN KODAK COMPANY, Business Photo Methods Division, 


343 State Street, Rochester 4, N.Y. 


Please send folder describing new Verifax Bantam Copier 
and savings it makes possible. Also names of nearby dealers. 


Name 





Company 


Position 


front and back, if you wish. 
translucent 


forms 
Makes 


whiteprint machines 


‘“*masters’’ for 

even makes 
an offset master in 1 minute, using 
low-cost adapter. What’s all- 
important, too, your Verifax copies 
are accurate and complete. All types of 
pencil and ink writing—even pur- 
plish spirit duplicator copies—are 
reproduced as readily as typed data. 
And Verifax copies will last a lifetime. 

The new Bantam is a snap to op- 
erate, as foolproof as an office copier 
can be. Mail coupon...or phone 
Verifax dealer. (Check Yellow Pages 
under“ photocopying” or*‘duplicat- 
ing’’ machines. ) 


Price quoted subject to change wit t tice, 


Yerifax Copying 





DOES MORE... COSTS LESS... 
MISSES NOTHING 


an 


Goa see 





231-5 








Street 





City State__ 














NEW! THE SMITH-CORONA SECRETARIAL BRINGS YOU 


aS 





Test and discover the new lighter touch and livelier action 


that means more typing speed, 


More typing freedom, more typing speed on the new Smith-Corona 
Secretarial Typewriter! New Speed Booster accelerates every stroke 
with less typing effort, makes the keyboard come alive — actually 
gives you greater typing ease. 

And Smith-Corona’s Accelerator Action also brings you a marked 
improvement in typing quality! Each character prints the same 
clear, Crisp impression — gives a uniform, professional appearance 
to every page of every typing job. 

Discover for yourself the light, lively touch, the crisp, clean 
write of Accelerator Action on the new Smith-Corona Secretarial. 
Call your local Smith-Corona representative for a demonstration 
or a ten-day trial in your own office today! 


greater typing ease! 


LOOK AT THESE EXCITING SECRETARIAL FEATURES! 


Clean, Modern Appearance + Seven Decorator Colors + Rugged 
Construction + Exclusive Total Tab Clear Lever + Iinstant-Set 
Margins « Exclusive Half Space Key + Exclusive Page Gage 
The new Secretarial is available in fabric and carbon ribbon 
models, in a complete range of type styles and carriage widths. 


THE NEW 


SMITH-CORONA 
SECRETARIAL 
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Is Talk Really Cheap?....American Business magazine 
investigated the long distance telephone call 
situation in a number of companies--found 33 per 
cent of them made from 101 to 500 long distance 
calls a week. Most of the firms are making gentle 
efforts to cut down the number of calls without 
antagonizing employees, keeping itemized records to 
make sure calls are a profitable investment. Many 
are initiating group calls, enabling several people 
to speak on one long call more cheaply than the 
same length of time placed individually. 





CPS Statistics....Facts and figures compiled by the 
Santa Monica chapter of the NSA--about half the CPS 
candidates pass at least three sections of the test 
on their first attempt. From 12 per cent to 

15 per cent pass on all six. The average age of 
certificate holders is 35, with every age between 
25 and 62 represented in 1957. 


Needed, More Light....A University of Michigan 
professor has come to the aid of the secretary 

who fails to catch all the typos in her letters. 
"The boss is probably to blame," he says. “More 
than likely he is not giving her enough light." 
Research has shown that the eye assimilates 
information by bits, depending on the level of 
illumination. For highest accuracy, the secretary 
needs six times the light she is now getting in an 
average office. Even sacrificing Some accuracy for 
practicality, she still needs 50 per cent more light 
to read her shorthand notes, 150 per cent more for 
the fifth carbon copy of a letter. 


Five Costly Letters ....Trade may be the lifeblood of 
business but the letters in it are wasting millions 
each year. T, R, A, D, and E have been found to be 
the letters most likely to be illegibly written 

or misread, according to a survey Sponsored 

by the Sheaffer Pen Company. Too many times T 
looks like L or I; R like I; A is mistaken for U 

or CI; D resembles CL; and E looks like I or L. 

And too often, the mistake costs money. 


THE BUREAU OF BUSINESS PRACTICE is holding a two- 
day Secretarial Institute in New York's Biltmore 
Hotel on May 13 and 14. Similar meetings are held 
all over the country....THE LATEST ESTIMATE on 

the cost (salarywise) of writing a letter comes to 
66 cents, as figured by Bob Denton Enterprises.... 
THE DEPARTMENT OF LABOR reports more women are 
employed as Secretaries, stenographers, and typists 
than in any other kind of work--an estimated 2 
million in 1957. 
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Swift and smooth for 
typewriter, ink and ball- 
point work. 





GET THESE 
| BLAISDELL EXCLUSIVES: 


SPEE-D-POINT perforation for easy if 
sharpening — STED-D-POINT 
staple for secure eraser core. 















KLENZO 7); 


Special compound, 
thin diameter for 
pinpoint erasing. 
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ABOUT MIAMI BEACH VACATION FACTS 
AND FIGURES. « « « The facts are —figures don't lie! 


If you're losing every round to excess pounds .. . if you live in 
dread of “secretary-spread” . . . Harbor Island Spa is the 
answer to your more weight-y problems. Good secretaries know 
the importance of maintaining that trim 'n slim figure. So don't 
play with fate — LOSE WEIGHT the fun-filled way — and enjoy 


the most exhilarating vacation you've ever known. 


Restore that “TRIM AGAIN — SLIM AGAIN" FEELING on our Complete American Plan 


days in with FREE MASSAGES, USE OF 
Pd 15 the sun J 78" HEALTH SPA, FOOD and FUN 
64 co INCLUDES EVERYTHING 


nights per person, dbl. occ. — BUT EVERYTHING! 


FREE A WORLD OF VACATION PLEASURES! 

Poolside frolics in our natural well olympic pool 
e colorful cabana colony and spacious play area « boating 
e water-skiing « golf e nightly dancing ¢ entertainment 
and shows ¢ exciting trips to Miami Beach's gala night 
clubs — and much, much more. 


FREE A WORLD OF “GOOD HEALTH FACILITIES! 

THREE complete meals ¢ individual balanced 
diets ¢ natural well baths ¢ slenderizing salon « complete 
gymnasia © steam baths ¢ private solaria — UNDER 


SUPERVISION OF COMPLETE MEDICAL STAFF. 


LARRY D1) AM SEAL 


HARBOR ISLAND OFA = 


General Manager 
HH uaBoR ISLAND, ON THE 79th streeT causeway, MIAMI BEACH @ 


iy "Seecumetaiindn aete Gat aie tae tae he 
For reservations, rates and color brochure, write the 
WEIGHT LOSS hotel, see your travel agent, or phone our New York 


) GUARANTEED! Office. NEW YORK : LO 4-0858 (Open Sunday & Evenings) 4 
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SECRETARIAL 


book 
shelf 


“THE ABC’S OF BOOKKEEPING”’—a com- 
plete hookkeeping course by a Certified Pub- 
lic Accountant. It contains 11 chapters 
with explanations and illustrations—-tells 
how bookkeeping is actually done, and has 





practice sets to aid in learning. It’s a valuable 
aid for the person seeking a career in hook- 
keeping and for the business people who 
want to keep their own books. (Chapter 10 
is for housewives—to keep simple records 
without getting into a full set of books.) 
Price, $1.98, postpaid. From Fineline Co., 


Dept. TS. 303 Fifth Ave... New York 16. N. Y. 


IF A TRIP TO SOUTH AMERICA enters into 
your vacation plans, or if you’re interested 
in South and Central America, Mexico, or 
Cuba, you'll find the “South American 
Handbook” invaluable. About forty maps 
are shown, many giving detailed street areas 
of the larger cities. There are chapters on 
air and steamship services, petroleum in 
Latin America, and insurance in Latin 
America. Included is a list of Spanish and 
Portuguese terms. All information is  in- 
dexed. “The South American Handbook: 
1957-1958,” 34th Annual Edition, is edited 
by Howell Davies and published by Trade 
and Travel Publications, Ltd. American 
sales are handled by The H. W. Wilson Co., 
950 University Ave.. New York 52. N. Y. 
Red and gold cloth binding, 950 pages, $3. 


A THREE-DAY VACATION or a five-week trip 
to Europe—both within the average means 

are only two of the vacation plans that are 
outlined in “Travel Suggestions.” Published 
semiannually by the American Express 
Travel Service, the booklet lists excursions 
by trains, planes, ocean liners, motor 
coaches, automobiles, and even river boats. 
( opies of individual, illustrated folders. out- 
lining particulars about each trip. may be 
obtained from the American Express Travel 
Service, 65 Broadway, New York 6, N. Y. 


POINTING OUT THAT MORE women are em- 
ployed as secretaries, stenographers, and 
typists than in any other kind of work, a 
report from the U.S. Department of Labor 
states that the demand for additional women 
in these positions continues to be strong. 
Today's secretary, if she lives in one of 17 
metropolitan areas recently surveyed, earns 
from $65.50 to $84.00 a week, the report 
states. “Many of today’s successful business- 
women,” the report notes, “started their 
careers as secretaries, stenographers, or 
typists.” The new publication, “Employ- 
ment Opportunities for Women as Secre- 
taries, Stenographers, Typists, and as Office- 
Machine Operators and Cashiers,” is avail- 
able from the Superintendent of Documents, 
U.S. Government Printing Office, Washing- 
ton 25, D. C. Price, 20 cents per copy. 
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Handle Routine Business Law Problems 


BY 


PEGGY NORTON 


ROLLASON 


(Number Nine of a monthly series on how to handle special once-in-a-while jobs. Suggestion: Keep these 


pages in your own “‘Hou 


@ How much do vou know about business 
law. Madame Secretary? Would you 
know the rudiments of obtaining a copy- 
right, preparing a formal bid. witnessing 
a will, drawing up a contract, applying 
for a patent? Do you know what a notary 
public’s signature means? Could you pre- 
pare an affidavit? Do you know where to 
record legal papers? Or how to find out 
what a certain law provides? 

Perhaps you've never been in a posi- 
tion to need such information. but it’s 
a good idea to know a little bit about 
these problems. They re pretty universal 
in the business world, and your boss may 
toss one at you 


think. 


The mere mention of a patent or copy- 


perhaps sooner than you 


right conjures up mental images of dusty 
tomes in Washington archives, years of 
litigation. and gray-bearded old men 
patiently hoping to earn their fortunes. 
Actually most patent work is handled ef- 
ficiently and quickly by specially trained 
lawyers, and with some 50,000 patents 
being granted each year, the wheels must 
be turning somewhere down in the Na- 
tion’s capital. The law says that a patent 
may be obtained by a person who has 
“invented or discovered a new and useful 
art, machine, manufacture or composi- 
tion of matter, or any new and useful im- 
provement thereof—not known or used 
by others in this country before.” The 
Commissioner of Patents, Washington, 
D. C., will send you a free pamphlet on 
the law and the rules of practice. 

If your employer wishes to apply for 
a patent (and only the inventor himself 
can apply), he can get help from a patent 
attorney. Once the patent has been 
granted, he can sell it outright or lease 
it for a royalty. It’s good for only seven- 
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To” file and send us your requests for topics to be discussed in future issues.) 


teen years and can only be renewed by 
an act of Congress. After that, it’s in the 
public domain, and anyone can use the 
idea. 

Copyrights may be obtained for all 
creative work reproduced for sale or pub- 
lic distribution—this includes magazines, 
books, illustrations, photos, maps, paint- 
ings. movies, music, radio and TV scripts. 
By registering a claim with the Govern- 
ment, you can protect your brainchild 
for twenty-eight years and then renew the 
protection for the same period once more. 
Anyone who is reproducing your work for 
sale can also apply for the copyright, if 
you have not already done so, but the 
printed work must show the copyright 
date and number. (A recent classic ex- 
ample, by the way, is McCall's copyright- 
ing of the single word “Togetherness.” ) 

What about that masterpiece no one 
will publish? The author can still protect 
himself from plagiarism by mailing him- 
self one copy of his work by registered 
mail and then keeping the envelope un- 
opened. Comes a court action, his post- 
office-stamped sealed envelope is proof 
that his work was in existence on the date 
stamped on the envelope. 

The preparation of a formal bid for 
a piece of business calls for extreme care 
not only on the part of your employer but 
also on yours as the instrument of the bid. 
You will note that the request for the bid 
states the time on or before which the bid 
must be filed; the place where it is to be 
filed: the services to be performed or 
merchandise supplied; the specifications 
and where the plans are on file for study; 
the number of copies of the bid to be sub- 
mitted; the nature of the sworn state- 
ments that must accompany it (here’s 
where the notary public is necessary); 


and also a statement as to whether a per- 
formance bond (which guarantees that 
the bidder 
the contract at the price bid if awarded 


your employer—will execute 
the contract) is required. 

It's up to you as the secretary to see 
that all of these details are included by 
your employer—and that no mistakes are 
made in your typing! And you must follow 
through on all the details of enclosures, 
meeting the time limit with a margin to 
spare if at all possible. 

Contracts are important everyday trans- 
actions. Many are as simple as phoning 
a newspaper for back copies, saying you'll 
put the remittance in the evening mail 
while they agree to send the papers with- 
out waiting for your money, thus saving 
time all around. An act of good faith on 
both sides—and a binding one. 

Others, of course, are more serious, in- 
volving the sale of merchandise or prop- 
erty of considerable value. These con- 
tracts must be in writing. It’s still a good 
rule not to sign anything until you've read 
the fine print! This may take time, but it 
can save a lot of embarrassment and mis- 
understanding, especially when you are 
empowered to sign contracts for your 
boss. 

If you've never drawn up a contract 
before, certain essential information must 
be included—the date and place of agree- 
ment: names of parties to the agreement; 
duties of each party; money, services, or 
merchandise given in consideration of the 
contract; and, of course, the all-important 
signatures. Each person involved must 
have his own copy, signed by all parties 
for his files. 

If you work in an office were contracts 
are part of the daily rout'ne. you wil! 


have available (Continued on page 54) 
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WHEN INSTALLING AND USING 


COPI-MATE 


DOUBLE PACK - CLEAN CHANGE 


TYPEWRITER RIBBONS 
PLUS EXCLUSIVE: 


® Clean Change Ribbon Sheaths 
Patent 2,788,111 — PAT. PENDING 

@ Handy 12 packs for all typewriters including 
13th pack for electromatic typewriters. 

@ Visual pack — attractively merchandized — 
duPont film wrapped. Freshly packed, 
completely overwrapped. 

® Every pack shows how to install ribbon 
correctly at a glance. 

@ The finest ribbons in Nylon, Silk and Cotton 
unconditionally guaranteed. 

MAKE A CLEAN CHANGE, TODAY! 
WINDOW DECALS, ENVELOPE STUFFERS, 13 PACK CHART — 
PRICE LISTS 


LEEDALL Products Mfg. Co., Inc. 
MILLTOWN, NEW JERSEY 
INKED RIBBONS @ CARBON PAPERS @ DUPLICATING SUPPLIES 


If your stationer does not carry COPI-MATE Ribbons, tell him to refer to our ad in 
April Office Appliances for complete details. 
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THE CARE AND FEEDING 
OF EYEGLASSES 


Beauty Consultant for the Better Vision Institute 


AVE YOU EVER opened your bag to get out your 
glasses and found one of the temples broken? Or 
perhaps you have picked up your glasses from a table 
and found a lens scratched. Or maybe you put on your 


“specs” while driving and found them unexpectedly 


cloudy. If these things have ever happened to you, then 
ten to one it’s your fault! 

Spectacles. like all fine precision instruments, deserve 
the courtesy of good care. It’s true that today’s glasses 
need little special attention, but they demand a certain 
amount of thoughtful protection. 

They say you can judge a woman’s personality by the 
inside of her handbag! Have you looked in yours lately? 
Are vour glasses crowded in among your compact, 
change purse, and last week’s grocery list? If the answer 
is yes, then there is something you can do about it. 

You can now get an almost unlimited variety of eye- 
glass cases to suit your different frames and outfits. 
There are smart leather ones in all colors and hand- 
tooled leather cases from abroad. If you have on your 
best dress. match it with one of the lovely silk-covered 
cases in prints or stripes. Then for evenings, use a deli- 
cate brocade case or even one of the rich gold mesh cases. 
Besides protecting your precious glasses, these high- 
styled cases are fashion accessories. 

The next time you are out to lunch, watch how the 
women around you handle their glasses. You know the 
woman who puts her “specs” on the table, lens down, 
and then scrapes them along the surface. There is also 
the gal who keeps pulling the temples apart as she talks! 
And the one who chews on the end of a temple while con- 
centrating. Also there is the woman who makes her point 
by hitting her glasses on the table! 

Remember your glasses are as personal as your age. 
No one else should try them on! When you put them on 
or take them off. use both hands—hold the temples about 
halfway between the lenses and your ears. This will pre- 
vent your disturbing their alignment. 

| know a woman whose house is immaculate and 
whose personal grooming is flawless, with one exception 
... her glasses are always dirty. From a beauty stand- 
point. this is foolishness itself. Smudged glasses hide your 
pretty eyes and cut down on the effectiveness of your eye 
expression. From a scientific viewpoint, soiled lenses dis- 
tort your vision and can do your sight a disservice. 

No lady need blow on her glasses in public any more. 
There are many glass cleaners available—liquids, treated 
paper tissues. ete.—that not only clean but also help 
prevent fogging and misting. All these cleaning aids are 
easy to carry and simple to use! 

So remember the A B C’s in the care and feeding of 
your glasses. 

Always carry your glasses in a case. 

Be sure to handle them with care. 

Clean them thoroughly each day. 
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VIEWS FROM THE FRONT OFFICE ON... 


Office Friendships 


A monthly column featuring top executives’ 


views on various office situations 





| 
EDWARD FARRELL, President. Emmons Jewelers of Newark. New York | 
! 
| 
CATHERINE R. READY, Assistant Director. Educational Service Department, Bristol-Myers Company 


RAY JOSEPHS, Author and Public Relations Consultant 





| Ribbons? 


Be Just as Proud 
of Your Erasing 
as You Are of 
Your Typing! 


““HAVING SEEN a good many oflice friend- that she show good judgment and some 


ships flourish for a while and then caution in selecting those two, three, or be . : ; 
Ms ' : Lucky you, if you're using an electric 
wither.” comments Ray Josephs, author four girls who may eventually become her ! : , we 
bl; lati ; | | friends.” . : machine or any other, for typing distine- 
‘ Tels < . < ‘ = ‘ oO > Ss . of . . 
and public-relations consultant, am good triends. tive, beautiful impressions 


through carbon paper rib- 
bons! 


inclined to think that Thomas 4 Kempis, Sometimes a secretary may find that 


fifteenth century monk, had a very sound _ the only common denominator that office 


point when he observed: ‘Lay not thy friendships have is the employer who Erasing’s 
heart open to every man, but treat of pays the salaries. But she should always so quick, so clean... 


thy affairs with the wise. . . . Oftentimes, 
I could wish that I had held my peace.’ ” 

This doesn’t mean that a secretary 
must not have any personal friends in 
the office. Edward Farrell. president of 
Emmons Jewelers of Newark. New York. 
further defines the boss’ attitude toward 
business-personal friendships: “Friend- 
ships can't be controlled with a memo 
from the front office. I have found that 
an employee works better in an atmos- 
phere that has as few taboos as possible. 
Strapping a secretary with ‘don’ts —espe- 
cially in an area that she considers her 
own personal business—only creates neg- 
ative attitudes and leads to bitterness or 
ill feelings.” 


THE BOSS, THEN, DOES NOT have any inter- 
est in selecting the office friends in whom 
his secretary should—or should not 
confide. But he does expect her to display 
the same discretion she exercises in mak- 
ing other decisions pertaining to her 
business life. 

“A new secretary probably has never 
been in this type of situation and experi- 
enced the concomitant relationships pres- 
ent,” Catherine R. Ready, 
director of the educational-service depart- 
ment at Bristol-Myers. suggests. “Previ- 


assistant 


ously, she has been able to choose her 
friends from among classmates or club 
members. In a job situation, she cannot 
always choose her co-workers or her 


bosses. Therefore, it is very important 
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remember that developing a friendly at- 
titude will add to a happy working atmos- 
phere. An interest in her fellow workers’ 
hobbies or families does not have to de- 
velop into a close “bosom-pal” relation- 
ship. 

“One of the advantages of any job,” 
says Ray Josephs, “is the fact that you 
can set aside your personal problems for 
a few hours—and often find them less 
pressing when you return home at night, 
simply because you have changed your 
mental climate. But if you carry them to 
work and discuss them with your co- 
workers at odd moments, you lose any 
fresh insight.” 

Chances are that eventually the sec- 
retary will form friendships based on 
common interests that she may wish to 
continue outside the office. “If a secre- 
tary receives an invitation to a co-worker’s 
home, she should accept it. In most cases 
the invitation is made as a sincere gesture 
of welcome and friendship,” advises Ed- 
ward Farrell. “If she, in turn, would like 
to invite fellow employees to her home, 
there is no reason why she shouldn't.” 

From Miss Ready: “When a secretary 
starts dating fellows from her company, 
she is letting herself in for trouble. Office 
gossip, the unromantic meeting the morn- 
ing after, the difficulty of ending an 
office romance (you have to see him every 
day) should be enough to discourage any 
intrusion of private life into business 
affairs.” 











JUST TWO EASY STEPS 
WITH THESE SPECIALLY-SUITED 
WELDON ROBERTS 
ERASERS! 
1 
NO. 448 GREEN GLOW 


Removes surface car- 
bon to prevent smear 
ing. Soft green rubber 
encased in spiral paper 
wrapping with pull 
string for easy repoint 


ing. 
2 

NO. 3650 GRAYPOINT. 
Removes the final 
image. Wood-cased 
eraser with quality 
gray rubber core. Eas 
ily repointed in any 
pencil sharpener or 
with a knife. Hexago 
nal; won't roll off your 
desk. With whisk for 
brushing away eraser 
crumbs. (NO, 865 
GRAY-POINT, Same 
eraser without brush. 


Gls «.< 

NO. 378 GRAYPOINT. 

With same quality gray 
rubber core. Spiral pa 
per wrapped, like NO. 
4h GreenGlow. 

The Graypoint Erasers 
are also superb for 
erasing impressions 
typed through fabric 
ribbons. 


FREE SAMPLES 


Write us on your firm's let- 
terhead for free sample of 
these Weldon Roberts 
Erasers. Please mention 
your choice BY NUMBER, 
to speed processing. Also 
please mention Today's 
Secretary and name of 
your dealer. 


WELDON ROBERTS 
RUBBER CO. 
365 Sixth Avenue 
Newark 7, N.J. 


World's Foremost 
Eraser Specialists 
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thanks to her REMINGTON® ELEctTric Typewriter 


And no wonder—electricity does the work— 
helps today’s smart women of letters turn out 
such truly beautiful work in so little time, with so 
little effort and so pleasing to the boss. 


Remington. Bland. 
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HERE ON EARTH are vou going this vear? Could be almost anvwhere from Alaska 


to Zanzibar. from the sophistication of Paris to the wilds of Timbuktu. Our big. wide. 
wonderful world beckons invitingly to the travel-minded. and just about ever, body is travel- 


minded today. That’s what makes Connie Cavaliere one of the busiest. most vivacious secre- 

taries we ve had the pleasure of meeting. Her job at Thos. Cook & Son — the world’s oldest 

and biggest travel agency — allows her to be an avid traveler on her own long vacations. And 
throughout the rest of the vear. she’s happily involved in other people's vacations. 

“If you like to travel.” says Connie. a quick-smiling. petite brownette. “there's no job like 

a tourist-service job. Everyone around 

,ou — your fellow workers and the cus- 

tomers is “*hepped’ on going places 

and seeing things. And travel employees 

: ofien get an opportunity to visit far- 

) away places that other secretaries might 

never MEL on seeing 
. It is a fact that most secretaries in 
the travel business earn relatively low- 


er salaries than those in less-glamour- 


er 


Sagar 


ous fields, But the extra time-off-with- 
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Ry . 
New tours in the making—Connie and 
Mr. Garth look over plans for 


a “traveler's dream.” 
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tions, the red-carpet treatment at ports of call more than 
compensate the secretary who takes advantage of them. 
Among Connie’s vacation locales have been Bermuda. 
Mexico, the Caribbean Islands, and the most romantic 
spots in Europe. Her first trip to Europe—a five weeks’ 
jaunt—cost surprisingly little. Many hotels made her a 
special guest. Since she traveled in the fall—off-season 
for most places—she had a good choice of fine accommo- 
dations in her price range. To her regular two-week va- 
cation she added a third week-with-pay, which Cook’s 
considered an educational “bonus,” plus two weeks’ 
“leave of absence.” 

Connie explains that Cook’s encourages its employees 
to travel, because “the more we know about the world. 
the better service we can offer our customers.” James 
W. Kirk, her boss at Cook’s, is always suggesting new 
locales for her vacation. 

“I'd almost think he was trying to get rid of me if | 
didn’t know how he feels about faraway places,” Connie 
laughs. 

Mr. Kirk operates under two titles ,at Cook’s: he is 
sales-promotion manager and also personnel director. 
Though this combination could keep two men busy all 
year round. Mr. Kirk—as a real “labor of love’’—takes 
on a third project every year! For two months he is a 
cruise director, escorting and instructing a shipload of 
luxury tourists on an extensive, intensive trip to some 
fascinating part of the world. On the side, he directs a 
Travel Training School for Cook’s employees. Topics 
covered include the most practical ways to help customers 
get where they're going, plus a good deal of geographical 
and historical background on just about every place that 
a traveler might want to visit. 

As Mr. Kirk’s secretary, Connie is involved in all four 
aspects of his work. Her greatest responsibilities lie in 
the personnel department with most of its operation 
dropped right on her desk. She is a sort of central clear- 
ing house for job openings and job applicants at Cook’s 
three New York City offices. Her outside phone is kept 
busy with calls from employment agencies, and her inside 
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New ideas to discuss—layouts for a colorful cruise 
brochure, a job application from a travel enthusiast, 
the latest folders on “everywhere.” 


phone is just a little less busy with calls from depart- 
ment heads who would like to hire more help. With travel 
business increasing more and more every year, a propor- 
tionate number of jobs keep opening up. Since Cook’s be- 
lieves in promotion-from-within, Connie usually inter- 
views secretarial and clerical applicants. 

“Most of the people I see are specifically interested in 
travel work,” she says. “They're well informed on the 
advantages and drawbacks of different fields, and they 
seek travel jobs because they want to travel. We’re glad 
of this because such people enjoy their work here. Get 
enough of us together and the place glows with enthusi- 
asm. I guess it spreads to the clients, too.” 

Connie's personnel files include card “histories” of all 
employees, a thick folder of filled-out applications, a cur- 
rent list of openings with complete descriptions of the 
help that is needed. She also keeps a running record of 
employment-agency contacts and random job correspond- 
ence, 

For her sales-promotion work, there is quite a different 
filing setup in another part of the well-planned office she 
shares with Mr. Kirk. A large counter-cabinet with wide, 
shallow drawers holds maps for studying itineraries of 
various tours and cruises, samples of all artwork for the 
travel brochures produced by Cook’s, copies of Cook’s 
advertisements and publicity clippings. There are tape 
recordings of travel talks—often borrowed by radio sta- 
tions—and boxes of travel slides that Mr. Kirk or his as- 
sistant, Sheridan Garth, uses to illustrate his own travel 
lectures. As secretary to the sales-promotion manager, 
Connie keeps track of all these materials, maintains a 
scrapbook of newspaper and magazine clippings about 
Cook’s, proofreads advertising and promotion copy, and 
works with magazine travel editors and Cook’s advertis- 
ing agency. She often lays out new travel folders and 
selects photographs to be printed in them. Though she 
handles her own personnel correspondence, she takes 
dictation on most sales-promotion letters. 

At least as much as any other facet of her work, Con- 
nie enjoys being secretary to a (Continued on page 46) 


New people to contact—letters go to and fro between Cook’s and every cocner of the globe. 























By HAROLD J. JONES 


| ale YOU EVER SAID TO YOURSELF, “This is 
my project—it has to be absolutely right when 
| get through with it’? 

To be a perfectionist may sometimes drive you crazy; 
however, lack of perfection may sometimes drive every- 
one else crazy. 

Some time ago a film dealing with correct office pro- 
cedures was scheduled to be shown to several high schgol 
classes. But, as things turned out. it was weeks after the 
daie originally set before the film was actually shown. 
Why? Because such a simple thing as putting the correct 
film into the correct shipping box can be of the utmost 
importance. More about this later. 

Did you ever bake cookies and have them turn out 
badly? Well, Mrs. Perkins did. The chocolate lime swirl 
cookies were to be for a P.T.A. cake sale. Mrs. Perkins 
carefully followed the recipe—one of twenty copies that 
a stenographer had typed and duplicated—however, the 
cookies just didn’t taste right. After all, when a stenog- 
rapher types “2 cup lemon juice” instead of “4 cup.” 
and omits “4 cup hot water,” it does make a difference 
in the way cookies taste. Mrs. Perkins had to make sev- 
eral telephone calls before she located the originator of 
the recipe and found out what was wrong. 

With the correct amounts of lemon juice and hot water, 
she made a good batch of chocolate lime swirl cookies. 
But the president of the P.T.A. spent several hours on the 
telephone locating and correcting other duplicated copies 
of the recipe. 
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the human 






side 


THIS ONE THING | 


Sometimes it is necessary to have a mental picture of 
the results desired in order to do one part of a project 
correctly. If the stenographer could just have visualized 
eating the cookies, she might have typed more accurately. 

There are many duplicating problems that should have 
a red and white sticker pasted on the stencil, reading, 
“This One Thing | Do Right.” A mistake on a stencil 
will be repeated many times. Recently, an employer said. 
“It was such a stupid thing. The stenographer didn't 
proofread carefully; there were three errors, but she 
ran 250 copies. | was so angry | almost fired her.” 

Little things are important. too. The oflice boy was 
sent to the print shop to get 200 sheets of expensive bond 
paper. He came back swinging the sheets by the corners 
between his thumb and first finger. This was an easy 
way to carry paper. but it made a well-creased, dog- 
eared corner on each sheet. The office manager “blew his 
top.” The office boy was given emphatic and detailed in- 
structions on the simple art of carrying paper. More 
bond paper had to be obtained and the creased paper 
used for unimportant work. 

In a recent civil service stenographers’ examination. 
applicants were told that the application blanks might 
be filled out in ink; however, it was preferred that they 
be typed. (Typewriters were available.) When the blanks 
were returned, less than one-half had been typed: the 
rest were written—many not too legibly—with a pen. 

When the examination was given, each applicant was 


told to be sure to put his individual code number on 
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DO RIGHT 


his blank. Eight applicants put their numbers on as 
instructed; seventeen did not. 

Mistakes cost industry hundreds of thousands of dollars 
each year through actual loss of money as well as loss 
of good will. 

A neighbor came home the other day overjoyed at 
buying, at a reduced price, several sets of towels. Each 
set supposedly consisted of a bath towel, a hand towel. 
and a wash cloth. On checking through she discovered 
that the salesgirl had put in two large towels and left out 
the small hand towel necessary to complete each set. The 
store would have Jost money, and the neighbor would 
have been without complete sets if she hadn’t made an- 
other trip downtown to call attention to the error and 
obtain what she should have received in the first place. 

Even banks make mistakes. Mr. Simpson wanted to 
transfer a large sum of money from a savings to a check- 
ing account. The bank made up a new bank book for 
him and also gave him a book of checks imprinted with 
his name. Assuming that everything was correct, Mr. 
Simpson didn’t examine the material that was handed to 
him. At home he discovered that his address and the 
amount of money were correct but the name Burkhart 
had been printed on his checks and also recorded in the 
bank book. It was necessary for him to go back to the 
bank to get things straightened out. 

“For every action there is a reaction.” Do you believe 
in the theory that “Something poorly done on your part 
may eventually react against you” ? 
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In an office where a number of voice-writing machines 
were used every day, the office manager provided a place 
where switches used in operating the machines could be 
hung up out of the way. Mary “forgot” to hang up a 
switch; it fell to the floor and was stepped on; the repair- 
man needed a week to fix it. Because one machine could 
not be used, work piled up, and Mary had to put in over- 
time in order to get caught up. 

A carpenter helping to shingle a house found it very 
difficult to get shingles to fit properly around a cornice. 
Finally he put them on, whether they fit or not, in order 
to get the job done. A few years later, he bought the 
house. You guessed it—the roof leaked where he had not 
done a good job of shingling. 

Oh, yes, about that film. Mr. Ames wanted to show a 
film on office procedures to his commercial students. His 
experience should be told as episodes. You know, accord- 
ing to the dictionary, an episode is: “A set of events that 
stand out or apart from others as of particular moment.” 

Episode I. Mr. Ames writes to a film distributor ask- 
ing if he can have the film on a certain date. The dis- 
tributor answers, agreeing to furnish the film for that 
date. Mr. Ames reserves the date on the school calendar. 
Mr. Ames makes arrangements for a motion picture pro- 
jector for that date. 

Episode I]. Mr. Ames receives a letter from the dis- 
tribuior saying the film will not be available on the date 
scheduled. The film had not been returned by the person 
who last showed it. Mr. Ames cancels his reservation for 
the motion picture projector. 

Episode III. Mr. Ames receives a letter from the dis- 
tributor asking him to select a new date; the film will 
certainly be returned by that time. Mr. Ames selects a 
date and informs the distributor. He again arranges for 
the motion picture projector. 

Episode IV. Mr. Ames receives a letter from the dis- 
tributor saying that he cannot send the film for the date 
selected. The man showing the film last returned a box 
with a film in it. But—it was the wrong film. Will Mr. 
Ames please select a later date. Mr. Ames cancels his 
reservation for the motion picture projector. Mr. Ames 
writes to the distributor to set another date for showing 
the film. 

Episode V. The film arrives: The rest of this you may 
find difficult to believe, but Mr. Ames declares it is true. 
The film was shown—but not for its entirety. As a result 
of all the confusion, the distributor had not taken time 
to check the film. Adhesive tape, badly applied, had been 
used to repair a small tear in the film. (Printed instruc- 
tions explicitly forbade such repairs.) This locked the 
projector, causing a short which blew a 1,000-watt bulb— 
and all the lights on one side of the building. 

Yes, perfectionists worry over details. But life is full 
of details. Sometimes a small project can grow to im- 
mense proportions. It would be a rare individual indeed 
who made no mistakes. However, there would be fewer 
headaches in the world if, when faced with even the 
smallest task, we all repeated to ourselves: “This is my 
project—it has to be absolutely right when I get through 
with it.” 
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THE STORY UP TO NOW 


The day of the important conference for the Seaboard Foundation is drawing 
impressively near. Tension, ever present, mounts anew as Mr. Dawson races 
against time to prepare his complicated reports—Nancy, in the midst of the 
extra work load, still hopes to prove herself and be appointed as Mr. Dawson’s 
permanent secretary. Murph, with characteristic insight, confides to Nancy, 
“The girl chosen to take notes at the conference will be ‘The One.’ ” 

Charlotte Hintner, although a skillful worker, is unable to withstand the extra 
tension. She resigns and returns to her former position with the Company. Now 
the choice lies between Nancy and Marsha, who has plotted in every con- 
ceivable way to undermine Nancy's success. The latest trick—Marsha, faking 
Nancy's voice, takes an important telephone call for Mr. Dawson. She gives 
the message neither to Nancy nor to the boss. Result—Eastern Tech’s president 


and Seaboard Oil's president will arrive for an important last-minute conference 


unannounced to Mr. Dawson. 


But Marsha is not satisfied. The decision has not been made known. There’s 


still time for continued scheming! 


WANTED: 
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BY BARBARA HABLEY 


RY TO multiply MCMLIT by XLV 


and you'll understand why the Rom- 





ans considered mathematics—especially 
higher mathematics—an art! 

Today. we use only 10 Arabic symbols, 
and the Roman numerals above become 
1957 and 45. 


may be readily added, subtracted. di- 


In this form, the numbers 


vided, or multiplied by everyone. They 
may be easily calculated. 

Even in the deep. dark ages (before 
the advent of the modern businessman or 
his secretary), man devised ways of total- 
ing his belongings. As each sheep was 
driven to pasture, primitive man placed 
a stone outside the gate. A Chinese tea- 
shop owner used an abacus for figuring. 

More recently, in 1642 to be exact, 
Blaise Pascal built the first adding ma- 
In 1693, Gottfried Wilhelm built 
a machine that multiplied. Business now 


chine, 


uses many calculating devices, ranging 
from the simple pencil and paper to desk 
calculators to large electronic consoles. 

Every successful secretary—the one 
who wants to increase her job-bargaining 
power—should be familiar with the desk 
calculator. It's the machine, in addition 
to her typewriter, that she’s most likely 
to find whether she works for a world- 


wide corporation or in a one-man office. 


\ DESK CALCULATOR is made specifically 
for multiplication and division work, al- 
though some addition may be performed 
as the problem is worked. Offices that 
have a calculating machine will also gen- 
erally have an adding machine, for an 
adding machine is more useful for sub- 
traction and addition of long columns of 
figures where printed proof of the total 
is necessary. Adding machines, however, 
can also be used for multiplying and 
dividing—depending on the amount of 


mathematical knowledge the operator 
has. 
22 
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Multiplication, most manufacturers 
agree, is the most common work done on 
a desk calculator—estimates have been 
as high as 70 per cent. In the average 
office, there is generally little division 
work to be done—rarely does it comprise 
more than 3 or 4 per cent of the total 
work. 

There is nothing magic or mysterious 
as to how calculators actually work, for 
they use basic mathematical principles. 
In elementary arithmetic, we learned to 
form the sum, difference, product, or 
quotient of numbers. providing they were 
of reasonable length. Any multiplication 
and division, however, is actually repeat 
addition and subtraction, although we 
do not often think of it in that way. 

For example, 4 times 2 is really 4 plus 
1. Or, 8 divided by 4 is the number of 
times that 4 can be subtracted from 8: 


8 minus 4 minus 4. Naturally, a calcu- 
lator can handle larger numbers than 
these and in faster time than it some- 
times takes to work the problems with a 
pencil and paper! 

The three types of desk calculators 
that will be discussed here are the key- 
driven, the rotary, and the printing. All 
multiply and divide by performing re- 
peat addition and subtraction, but in 
slightly different ways. 

On the 


operator supplies the power. 


key-driven calculators, the 
In other 
words, to multiply 3 times 3, the “3” key 
would have to be depressed three times. 
The keys must be depressed the proper 
amount of times to accomplish repeat 
subtraction, too. Input (depression of 
the keys) and output (the number's ap- 
pearance in the dials) are simultaneous. 

For the rotary and printing calcula- 
tors, the problem is “inserted” on the 
keyboard; then the proper control key is 
depressed for the operation that the ma- 
chine is to perform. The machine will 


then do the necessary repeat action and 
supply the answer. 

The numbers may be entered on two 
types of keyboards—10-key and full key- 
boards. The 10-key keyboard has keys 
numbered from zero to nine. It may be 











UNDERWOOD 


found on some key-driven machines and 
on all printing calculators. All numbers 
are recorded by using these 10 keys, and 


each key must be struck separately. For 





FACIT 


example, to record 345, the 3 must be 
depressed first, then the 4, and then the 5. 

The full keyboard has columns of keys 
that 
Each column represents a digit in a num- 


are numbered from one to nine. 


ber. A five-row machine. in particular, 





MONROE 
can handle a number with five digits— 


like 13,421. The keys on a full keyboard 
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CALCULATORS <> 
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may be struck simultaneously. The full 
keyboard is found on all rotary calcu- 
lators and on many of the key-driven 
models. 

On these two types of keyboards, the 
placement and number of control keys 
often vary. There may be only a clear 
key to remove the numbers from the dials 
once the problem has been completed (as 
is likely on key-driven models). Appear- 
ing on the 10-key and full keyboards of 


oi ‘ 


GE 
\3 





VICTOR 
rotary and printing calculators are keys 
that instruct the machine to multiply, 
divide, subtract, and add. There may 
also be keys labeled non-add, sub-total, 
accumulative multiply, and total. 

The rotary, when performing a calcu- 


lation, has a carriage that moves from 








one position to the next as it performs 


the calculation. In doing so, it auto- 





MARCHANT 


matically operates the control keys thal 
have been set. 

Another feature on some calculators 
is the inclusion of a second, compact 
keyboard. Such a keyboard is designed 
to be used for multiplication work and 
may be found on some rotary and print- 


ing calculators. This second keyboard is 
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FRIDEN 


often made in another color than is the 
larger, first keyboard. 





Key: K—key-driven. P—printing. R—rotary. 


1. K Bohn Duplicator Corp., 
the “Contex” 


tN 


- K Burroughs Corp., 
Series “C” Calculator 
3. P Clary Corp., 
10-key printing calculator 
1. K Comptometer Corp., 
the “Comptometer” 
. K Facit, Inc., 
model “CA1-13” 
R Friden, Inc. 
the “SRW” 


L 


6. 


J3. P Victor Adding Machine Co., Model “75-85-54” 
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7. R Marchant Calculators, Inc. 
the ““Deci-Magic”—Model SKA 
8. R Monroe Calculating Machine Co., 
model ““8-N” 
9. P Olivetti Corp., 
the “Divisumma 24” 
10. K Plus Computing Machines, 
Duplex Electric 
ll. P Remington Rand, 
the “98” 
12. P Underwood Corp.., 


the “Sundstrand” 











Parallel to this idea of dividing cer- 
tain processes, some of the key-driven 
calculators contain a large and a small 
number on their key tops. The large fig- 
ures are used for additions and multipli- 
cations (increasing amounts). The small 
fiyures are used for subtractions and di- 
Visions (decreasing amounts). 

Once the problem has been inserted 
on the keyboard and the proper control 
key—-if any—has been depressed. the 
answer will appear in the dials or on 
printed tape. If the machine is key- 
driven or is a rotary type, the answer will 


always appear in dials. The operator is 








BOHN 
then responsible for recording the fig- 
ures. When a subsequent problem is 
begun, there will no longer be anv record 
of the previous answer. 

Phe printing calculator was so named 
heeause it makes a printed record of its 
operations on tape. In most cases, the 
calenlator will also print each of its op- 
erations as it works the problem. Various 


syinbols have been devised to enable the 





Kn MINCGCTON KAND 


operator to determine the main parts of 
each problem, such as the multiplier, 











OLIVETTI 


multiplicand, and the total. In addition, 
the answer is often printed in red. 
Placement of the factors (such as the 
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total, multiplicand, and multiplier) can 
be somewhat unusual. Depending on the 
machine, some factors may be vertically 
on the left side of the tape or printed 
with the rest of the numbers in a column. 

Many calculators also supply an added 


feature—a “memory.” In the perform- 





CLARY 


ance of some calculations. the same fac- 
tor—or the result of the problem itself 
will be required as a factor in a later 


operation. ‘To reduce the need for re- 





PLUS 


entering the numbers. one or more stor- 
age registers are provided: they are ca- 
pable of holding that number in the 
machine until it is reused. The machine 


may actually be said to “remember.” 


No sECRETARY—and every personnel di- 
rector will agree with this—needs to 


know how to operate every calculator 
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BURKKOUCHS 
that is manufactured. Nor is it probable 
that she will have to perform every cal- 
culation that the machine is prepared to 


do. But she should be familiar with at 
least some of the methods and _ proced- 
ures that may be applied to any model. 

@ Read the instruction book before 
trying to operate any machine. It will 
describe the machine's special features 
and, in general, how to operate it. (Some 
instructions also supply sample problems 
for practicing.) 

e The instruction book will also ex. 
plain where the answers will appear in 
the dials or on the tape. Once the oper 
ator has entered the numbers. the an- 
swers must be read—and_ recorded 
correctly. 

@ On the rotary and key-driven ma- 
chines. the decimal points should he 
placed before the problem is inserted on 
the keyboard. The problem should he 


entered around the decimal point. For 


OO OO. 8.2,2.9, 2,8 


7 em Frm Ff UFO 


COMPTOMETER 


the printing calculators. the tape must 
be read correctly in order to know where 
to place the decimal (especially if it is 
necessary to move it). 

@ To multiply on some machines, 
numbers must be entered in reverse. On 
such machines the number 213. for ex- 
ample, would have to be entered as 312. 

The following companies would be 
happy to send you information about 
their desk calculators. The letters in 
front of each companys name represent 
(K) keydriven, (R) rotary, and (1’) 


printing. 


(K) Bohn Duplicator Corp., 444 Fourth Ave., 
New York 16, N. Y 


(K) Burroughs Corp., 6071 Second Ave., Detroit 
32. Mich. 


(P) Clary Corp., 408 Junipero St., San Gabriel, 
Calif. 
(K) Comptometer Corp., 1735 N. Paulina St., 


Chicago 22, Hl. 


(K) Facit, Inc., 404 Fourth Ave., New York 16, 
N. Y. 


(R) Friden, Inc., 2350 Washington Ave., San 
Leandro, Calif. 


(R) Marchant Calculators, Inc., 1475 Powell St., 
Oakland 8, Calif. 


(R) Monroe Calculating Machine Co., Inc., 555 
Mitchell St., Orange, N. J 


(P) Olivetti Corp. of America, 580 Fifth Ave., 
New York 36, N. Y. 

(K) Plus Computing Machines Division, Con- 
trol Systems, Inc., 5 Beekman St., New York 
38, N. Y. 


(P) Remington Rand, Division of Sperry Rand 
Corp., 315 Fourth Ave., New York 10, N. Y. 


(P) Underwood Corp., 1 Park Ave., New York 
6, N. TF. 


(P) Victor Adding Machine Co., 3900 N. Rock- 


well St., Chicago 18, II. 
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PLANNING 


ON A 





BOSS-SITTER 2 


W 
hat a beautiful tan!” 


“Do you have any snapshots?” 

“Your vacation must have been great—you look won- 
derful!” 

Yes, vacations are pretty special, but, amazingly. it 
can be good to be back. Refreshed, you can find yourself 
glad to be with your co-workers again, looking forward 
to your boss’ smile of welcome, facing your job with a 
new eagerness, 

But what happens on the Monday following those 
“two-weeks-with-pay” depends on the week that preceded 
them. 

Do you return to find the top of your desk cluttered 
with papers. your workbasket piled high, the file box 
desk look 


though someone had been searching for the proverbial 


overflowing? Do your drawers chaotic. as 


needle in a haystack? Are you going to wonder whether 
those carefree weeks were worth the extra work facing 
you now? 

If you take time to prepare for your vacation, your 
fun won't be followed by fatigue. You don’t have to find 
a messy desk and an avalanche of unfinished work when 
the 
Golden Rule. Use it before your vacation; you'll find 


you return. How to avoid it? The secret is simple 


yourself reaping rewards when you get back. 

Try to put yourself in the place of the girl who’s going 
to take over during your absence. This may not be easy 
if you've become so familiar with your job that your 
patterns of work are second nature. Perhaps, instead of 
waiting until the week before you leave, you'd better 
start the week before that one. Make a habit of watch- 
ing yourself. What special tasks face you every Monday? 
What should be finished before you leave each Friday 
afternoon? Start jotting down notes. You'll use them 
later. 

Because the work will go more smoothly and will be 
kept up to date. the instructions you leave should be 
written. Oral instructions, given just before you leave, 
are confusing and necessarily incomplete. They are an 
engraved invitation to chaos and unfinished work. So. 
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set up special sheets—neatly typed—for your substitute. 


Start making up your instruction sheets on—let’s say 
—the Monday before your vacation. The first order of 
business is a Weekly Schedule listing duties in detail and 
the routines you follow. 

Head one sheet General Information. Include here 
items not covered on other sheets. List the names of sec- 
retaries. clerks, or others in the company with whom 
your substitute will have occasional contact. List any 
code numbers she may need to know. If you have an 
intercom system, explain it. Mark the buttons or buzzers 
if you have more than one. 

Then there’s the Mail sheet. Explain how to sort the 
mail that comes to your desk, what to refer and to whom, 
what to take in to the boss. where follow-up material 
may be found to attach as reference to incoming letters. 

You may want to add notes about outgoing mail 
when the boss likes to have his letters for signature, 
where the outgoing mailbasket is. It might be a good 
idea to make an extra carbon of one of the letters you're 
typing as a sample for your substitute. Of course, she 
could easily find one in the files, but it would be much 
more pleasant for her if you anticipated her search. 

What about Supplies? Write down the details of where 
they are stored, from whom and how they are ordered, 
where forms are kept, including those used only occa- 
sionally. The form you seldom need will probably be 
the one she will have to find while you're away. 

Phone Calls should also be a specific listing. Describe 
the method of handling incoming ones. In answering, do 
you use a special phrase? Does your boss take every 
call? If not. to whom do you refer them? 

Do you have hints about certain kinds of phone calls? 
Are you often asked for information? Don’t let your sub- 
stitute be caught short. Tell her how to handle inquiries 
for which she couldn't be expected to have the answer. 

You should also give her information that will be 
helpful for outgoing calls. Explain the procedure your 
boss likes when you make a call for him. A “must” is 
a list of numbers used, 


most (Continued on page 45) 
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BY E. LILLIAN HUTCHINSON (KEY TO TEASER ON PAGE 55) 


words / can be teasers 


Is the Ending “-cal,” “‘*-cial,” or “*-cle”? 
Choose either -cal, -cial, or -cle to complete the correct spelling of the following words. 


1. politi ! 3. musi... 5. parti 7. artifi 9. cuti 


2. judi 1. criti " 6. histori 8. mechani 10. benefi 


Geographic Holdovers 


The following brief descriptions represent ten items that originated in, or were associated with, the 
foreign countries or localities whose names are still part of the current names of the items. ( Note: 
Some of the words are still capitalized; others are not. ) 


1. Our dining tables are set with this. 7. The dates on public buildings are customarily repre- 

2. Draftsmen and artists use this dense black substance. sented in this style. 

3. You use this after a bath. 8. A strong paper named for the capital of the country 

1. The second word in the name of this savory cheese where the substance from which the paper was orig- 
dish is the name of a common animal. inally made grows. 

5. A bright-green poisonous powder. 9. This rich, flaky raised pastry is delicious with a cup 

6. This dark-blue powder is used in dyes. of coffee. 


Are You in a “Fix”? 


In the blank spaces insert a more accurate word (or words) than fix to express the meaning. 


1. My clock will not run. I must have it ...... ed. 6. It’s five o'clock. I must start ing dinner. 
2. I have an appointment today to have my hair ed. 7. When I explained the transaction to the bookkeeper, 
3. Pm ina are . My secretary is ill, and this re- he ed my account. 

port must be typed by three o'clock. 8. Please .... a date that will be convenient 
1. Before our weekend visitors arrive, | must ............ our for Mrs. Adams. 

recreation room. 9. My aunt is nicely . ed in her new home. 
5. A carpenter is coming today to ........ the leaking roof. 10. I must pick up my shoes that are being ed. 


Words That End with the Sound of “O” 


Each brief definition indicates a short word that ends with the sound of long o. Spell the words. 


|. Beneath, lower than. 6. To be aware of. 
2. To be indebted to someone for something. 7. Floating ice. 

3. A chest of drawers: a government department. 8. A bride’s outfit. 
1. A fergale deer. 9, An enemy. 


5. Bread before it is baked. 10. To join by means of needle and thread. 


What’s the Difference Between— 
1. Simulate and stimulate? 2. Facilitate and felicitate? 3. Alignment and alinement? \. Detract and distract? 
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nly a few months ago, Pat McKeen was as earth- 
O bound as any of us, perhaps, in fact, even a bit 
more than many secretaries—her only venture spaceward 
had been an exhibition ride at the World’s Fair. As sec- 
retary to the national sales manager of Permacel-LePage 
(makers of the so-famous glues and tapes), her desk was 
firmly grounded in New Brunswick, New Jersey. Now she 
finds herself taking dictation at 10,000 feet in a red- 
carpeted DC-3, declaring emphatically that the age of 
miracles is not past. 

The plane, a specially fitted “Flying Showcase.” is 
touring the country to introduce new products to distrib- 
utors in every corner of the United States. Pat was chosen 
to be the official hostess for this “Flying Showcase.” 
which has catapulted her into a whirlwind 13,000-mile 
tour, visiting 38 cities in 41 days, lunching with mayors, 
and appearing on television shows all over the country. 

Pat is thrilled by the trip. She had only the tiniest 
qualms about airsickness and the like, but it took just 
the first flight to assure her that she loved flying. The 
tour began with a five-day sales convention in Miami, 
where Pat polished off her all-American good looks with 
a perfect tan to complement the pale blue stewardess-type 
uniform she wears while “on duty.” 

On March 10, the “Showcase” left Miami to circle 
the country—north to Newark; south to New Orleans by 


BY NANCY WINTERS 


way of Georgia and Tennessee; through Texas and Ari- 
zona to Los Angeles; up the coast to Portland and Seat- 
tle; through the North to Chicago; east to Maine; and 
finally, on May 6—Philadelphia, last stop. 

Although this pretty rugged schedule doesn’t leave Pat 
time to see too much of the many cities she will be visit- 
ing, she points out that she will have weekends (perfect 
for sightseeing) in New Orleans, Los Angeles, Washing- 
ton, D. C., and Seattle. 

Weekdays are admittedly pretty hectic but exciting. 
From 9 a.m. to 4 p.m., Pat and other members of the 
sales force hold open house at the airport where they are 
parked, welcoming distributors, city officials, and mem- 
bers of the press. In each city, Pat makes a formal pres- 
entation to the mayor of a painting (by New Yorker 
Edward Haas) containing fragments of the state stone. 
This unusual textural effect is achieved by applying 
ground-up bits of stones and mineral to the paintings 
with glue. 

After the visitors from each city leave, the “Flying 
Showcase” takes off for the next stop, with Pat resuming 
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Pat with Jacksonville's Mayor Burns; aboard the plane with 


Philip Hoffman; and storing up on Miami sun 




























her secretarial duties en route. The plane is even 


equipped with telephones and a small kitchen, so that 
business can continue as usual, even to the morning 
coffee break. 

“I do everything a secretary on the ground does,” 
laughs Pat. “In fact, my boss’ wedding anniversary oc- 
curs while we are on the trip, and I bet I'll have to re- 
mind him to wire flowers to his wife.” 

Packing was no problem for Pat this trip. In addition 
to her two blue suits, she only brought a few off-duty 
clothes. “After all,” she says, 


about being seen twice in the same dress. I’m never in 


“I don’t have to worry 


one place long enough.” 

Like all good things, Pat’s stint as Flying Secretary 
will be too soon ended, but she feels it has been “the 
chance of a lifetime” for many reasons: a chance to 
meet the people she has been working with for five years; 
a chance to understand more fully the vast workings of 
her company; and the unforgettable opportunity to hop- 
scotch across our country. 

Says Pat, “It’s like a fairy tale!” 


to 
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A sun-drenched town... 


Seen and heard . . . a military review . . 


A walk at twilight... 








THE 
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Native culture . 


this year, why not EX LORE 





T HAS A SPECIAL FLAVOR all its own. It's Old World 
civilization set in exotic, tropical splendor. It’s the 
imprint of four European cultures, plus traces of Africa 
and the Orient, on an atmosphere that is uniquely native. 
It has an ideal climate—cooled in summer by the trade 
winds, pleasantly tropical all winter. It offers beautiful 
beaches with rustling palms, crystal-clear blue-green waters, 
lush tropical scenery, historic battlements, fascinating towns. 
By day it’s the silence of a deserted sand strip, the excite- 
ment of a military review, the clamor of a fish merchant as 
he wends his way through a teeming market place. By night, 
it's the glitter of a luxury hotel, the throbbing tempos of 
a calypso band, the peace of a star-laden sky. 

It is a group of islands bearing faraway names, a group 
of islands each of which has an individuality all its own. 
You can go from the storybook Dutch architecture of Sint 
Maarten to the French cooking of Martinique to the English 
formality of Barbados—all in a matter of hours. 
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Tailor-made for the traveler who wants to sample “a bit 
of each” are the new island-hopping air cruises now con- 
ducted by Air France. They provide carefree air-borne travel, 
allow maximum time in the islands. And they include accom- 
modations, travel, and meals in one over-all fee. 

For example, you can air-hop in two weeks’ time to any 
five of these seven ports—San Juan, Barbados, Martinique, 
Antigua, Saint Martin, Trinidad, and Tobago. Or, if you have 
just one week, limit your choice to three, selected from San 
Juan, Antigua, Saint Martin, or Martinique. 

A typical tour would begin in San Juan. One of the oldest 
cities in the Western World, it still contains magnificent 
traces of its Spanish discoverers. Through old narrow stree:s. 
carved out centuries ago, one can travel to fortresses, cast'es, 
and churches. Then, as contrast, a visit to Condado Beach, as 
modern and luxurious an attraction as can be found anywhere 
in the world. It offers a private beach and swimming poo! 


for daytime use, an elegant gambling (Continued on page 56) 
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Something cool to drink—Spanish style. Castles in Spain? Visit Segovia. 


Moorish legacy, the beautiful Alhambro. Don Quixote sets forth again in Madrid. 





:" IS A LAND of rugged scenery and melting charm, a 


blend of sweeping breezes and hot, hot sunlight, a vista 


of snow-capped mountains and waving palms. It’s as new as 
the modern facades of the University of Madrid, as old as 


the cliff-clinging gypsy caves of Granada. It’s as languorous 


as a softly whispered “Mafana,” as quick as the thundering 
hoofs of el toro as he enters the ring. Its people are gentle, 
passionate, simple, worldly, hospitable, friendly. It offers good 
food and stimulating talk, haunting music and great art, pag- 
eantry, color, emotion—all wrapped up in one beautiful 
package labeled “Welcome.” 

Sound too good to be true? Well, it is good and it is true. 
In addition, Spain is still one of Europe’s biggest travel bar- 
gains. Hotel rates vary from the $7 to $9 (for room and 
board) charged by the luxury hotels to the $2 to $3 charged 
by pensions. For $2 you can get a six-course meal that re- 
veals the best of Spanish cooking. In Madrid, tickets to the 
opera, symphony, or bullfight sell for as little as 50 cents. 
\ quarter buys a taxi ride—a long one—and 2 cents will get 
you a ride on the subway. For splurgers, a Balenciaga original 
can be had at half the price you'd pay in the States; for the 
not so wealthy, there are Spanish dressmakers who'll whip 

you up an original—complete with fittings—for about $30. 
The Spanish Government has done its part to lure tourists 
to its shores. Visa requirements have been eliminated, cus- 
tom formalities reduced, 
new roads built, new ho- 
this year, why not tels opened, Transporta- 
tion has been modernized 
, - although we must ad- 
~ ' DI COVER, mit that one of the joys 

“> 


- 
~, 


of a trip to Spain is a 


me ang —™ ride on a_ slow-moving, 
my , ) | JAI stop-everywhere, carry- 


everything local bus. 





Now that we've gotten 

you to the point of saying 

“Let’s go,” we'll add a note of caution. Don't try to “see it 

all” on a single trip. Spain is Europe’s second largest coun- 

try; it would take months to cover it completely. You'll have 

a better time, get more of the “feel” of the country if you 

select one (maybe two) of the four distinct types of vacations 

that Spain has to offer: the Serious Sightseeing, the Deep 
South, the Mediterranean, the Atlantic. 

As a Serious Sightseer, you'll make Madrid your headquar- 
ters. Surrounding you are the fabled “plains of Spain” where 
the rain does not mainly stay. The plains look like the work 
of an abstract artist, and dotting them are the art towns of 
Castile—Avila, Toledo, Segovia, El Escorial, and Aranjuez 
famed for their monumental cathedrals, castles, monasteries, 
art treasures. You can take one-day bus tours to any one of 


them for about $7, including a (Continued on page 51) 
5 I 
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GOING ALONE? 

Yes... if you're eager to see new places, 
do new things—all without the need to 
worry about what anyone else would like 
to see or do. Even the very best of friends 
can turn out to be imperfect traveling 
companions. 

Yes... if you're shy, timid about meet- 
ing people, afraid you'll say or do the 
wrong thing. For once you start off on 
your own, the atmosphere changes—and 
you change with it. On your next vaca- 
tion, you can be the prettiest girl, the 
most popular girl, the most interesting 
girl. Since you'll be among strangers. 
they ll accept you for what you are at 
the moment. It’s up to you. 

Yes...if you're willing to go out of 
your way to say the first word, willing to 
smile, willing to put others at their ease 
even though you may be feeling shy 
yourself. And this may be easier than 
you think—it’s practically impossible to 
go for any length of time without talk- 
ing, so... you force yourself to begin. 
Once started, the rest is easy. 

Yes . .. if you make an effort to talk 
to the old lady on the tour as well as 
to the handsome young man two deck 
chairs away. Sometimes—believe it or 
not—the most interesting-looking people 
are the dullest—and vice versa. 

Yes ... if you start out feeling that this 
vacation is going to be a wonderful ad- 
venture, that you're going to have a good 
time. You will. 


TIPS ON TIPPING 
It comes to every traveler—the mo- 


ment when he or she is hesitant about 





what to tip. Should one give 10 per cent 
or more? Should one skimp a little? (The 
service really wasn’t that good.) Or, 
should one throw in a little extra? (The 
waiter’s expression seems to indicate that 
he expects a big tip.) 

Such moments can be embarrassing— 
and sometimes expensive. To help you 
avoid them on your vacation, we offer a 
word or two of wisdom. 

By train: Railroads have a 10- to 15- 
cent charge for handling individual bags, 
but this does not go to the redcap. It’s 
up to you to give him something—25 
cents a bag, more as number and weight 
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increases. Pullman porters should get 
50-75 cents per night, a dollar if you 
have a private bedroom. 

By plane: Stewardesses, check-in 
clerks, air crew are never tipped. Sky- 
caps (the men who carry your bags to 
the limousine or cab) should get 25 cents 
for the first bag. 15 cents for additions. 

By ship: Tips vary according to class. 
In first class, cabin and table stewards 
should receive $10 each, the deck stew- 
ard $4. In cabin class, cabin and table 
stewards each get $5-7. the deck steward 
$2. In tourist class, cabin and table stew- 
ards get $3-5 each, deck steward $1-2. 
If your cabin does not have a private 
bath, tip the bath steward $2 or $3 a 
voyage for arranging your bath hour, 
providing towels, etc. 

At hotels: Bellboys should receive 25 
cents for carrying the first bag, about 15 
cents for each addition: 25 cents, too, 
for bringing messages and other special 
services. A smile and a “Good morning” 
will suffice for the doorman when he 
opens the door, but should he get you a 
cab, 15-20 cents is in order. 

Restaurants: About 15 per cent of the 
bill is usually sufficient. If the head- 
waiter has given you a special table, held 
a reservation, or performed some other 
service, you may tip him, also—from $1 
on up. depending on the service. 

Taxis: In this case, tips may vary ac- 
cording to local custom, but 15 per cent 
of the fare is usually right. Never give 
less than a dime. 

Guided Tours: Although the tour price 
supposedly includes everything, you will 
probably see your fellow tourists slipping 
a little something to the guide at the 
trip’s end. When in Rome... 

Europe: European hotels add a service 
charge to your bill as do most restau- 
rants. It’s customary to give a little extra 
to the waiter or waitress even when the 
service charge has been added. 

Please . . . prices in some European 
countries may seem very low to you, the 
individual money units of small value. 
But to the natives of each country, the 
peso, lire, or what have you are the same 
as our dollars. Don’t play the lordly, rich 
American—don't overtip. Follow the 
same rules you do in the States. 


CUSTOMS CUSTOMS 

Then there’s the matter of customs, an- 
other one of those fabled nuisances that 
is really not as formidable as it's made 
out to be. The trick is to know what you 
can and cannot do before you buy your- 
self out on a limb. A bargain, unlike a 
rose, is not always a bargain. 

Generally, you may bring in $200 
worth of articles, duty-free, once in a 31- 
day period, providing you have been out 
of the country for at least forty-eight 
hours. There are no time stipulations 
along the Mexican border unless you 
are entering California. 

If you're one of the lucky ones who 
will be out of the country for twelve days 
or more, you can claim an additional 
$300 exemption, bringing the whole 
thing to a total of $500. 

If you acquire more than $200 worth 
of articles or are having anything 
shipped from abroad, an itemized list 
will be necessary. Better make this out 
as you go along to save confusion later. 

Remember when figuring just how ex- 
travagant you have been that everything 
you bring back must be declared in 
equivalent dollars rather than the tempt- 
ing pounds, francs, or pesetas. 

Any foreign item that has a trade-mark 
similar or identical to an American mark 
may not be brought into this country 
without consent of the trade-mark owner. 
An illustration of this can be found in 
many European-made perfumes using 
American trade-marks. One bottle of 
each kind is the usual limit. 

Don't forget to register all foreign- 
made watches, cameras, and other accou- 
trements that you take with you—to avoid 
trouble bringing them back. 

A few other tips: Some original paint- 
ings, drawings, etc., may be brought in 
duty-free. All gifts received abroad must 
be declared. Most fruits, vegetables, and 
plants are tabu. All pets require a com- 
plicated, somewhat discouraging process- 
ing that makes it wisest not to become 
captivated by any Parisian poodles. 

Just remember these basic rulings and 
you can roam the shops and bazaars with 
the proper amount of lightheartedness 
while on your trip, because you antici- 
pate no mix-ups at the end of it. 
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GOOD OOKS SECTION 








Ready to go — in a dress that would be of home 
onywhere in the world. A slim sheath (it's still a foshion 
favorite) in pole Arnel sharkskin touched with color. 
Added virtues: it washes beautifully, needs 
Fp. little or no ironing. Colors: white, aque, 
« pink, mocha. Sizes. 10-20. 
$14.95. By Koret of California. 

































A. All set to sail, all details safely 
in hand. One reason—the handsome 
handbag by Park Lane. Smart 
enough to shine on foreign shores, 
looks equally well back home. 
Roomy enough to hold “everything.” 
Accents: leather trim, brass buckles 
and lock. Colors: mahogany or 
patent on Palmmeto. Price: $12.95. 
B. Travel indispensable—the dress 
with jacket. This in CheeChee, a 
drip-dry cotton, could go sightsee- 
ing through the day, doff its jacket 
for dinner that night. By Young 
Viewpoint in sizes 12'%2-20'/. 
Colors: gray, navy, brown. About 
$40 (price slightly higher on the 
West Coast). 

Cc. Every-year stand-by, every-year 
favorite—Bermuda shorts. White 

































Stag tailors these beautifully in cot- 
ton poplin with a drip-dry finish. 
Details: banded waist, side-seam 
pockets. Shown here with a ribbed- 
knit pullover; wonderful, too, with 
a bright cotton shirt. Colors: pink, 
blue, almond, green, black, white. 
Sizes: 10-20. Price: $4.95. 

D. Modern wonder—a dacron and 
cotton fabric that can be machine- 
washed, machine-dried. Century 
fashions it into a two-piece ensem- 
ble—a slim, sleeveless blouse, a 
skirt awhirl with unpressed pleats. 
Both parts can mix happily with 
other items in your wardrobe. 
Colors: blue, tan, red, pink, check. 
Sizes: 8-18. Blouse is $4.95; Skirt, 
$8.98. 

E. Going native—perhaps on tour 


in the Caribbean, perhaps just 





dreaming of doing it—in a beauti- 
ful silk turban reminiscent of the 
Islands. This—fashioned from a 
screen-printed silk scarf by Vera 


can be whipped up in short order, 


styled to suit your own pretty looks. 
A good idea: catch loops lightly 
with needle and thread to hold in 
shape. Choose a bright print, wear 


it with your prettiest cotton dress. 
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what's your face 


N THE BUSINESS WORLD as well as in the social whirl. 

face value gets you over the threshold. If you're attrac- 
tive, well groomed and know how to make the most of your- 
self, you’ve won the first round in getting ahead. Prime 
requisite for this look is the effective use of cosmetics. 

Color accents on your face should serve a dual purpose. 
They should emphasize your best features, should minimize 
irregularities or imperfections. First step, therefore, is to 
judge your looks objectively. Once this has been done, you 
can start working with cosmetics, noting: 

Powder-—Choose a shade that matches your skin tone as 
closely as possible. (During the summer, change the shade 
to match your tan.) Apply powder liberally first—for a 
smooth, even coating. Then remove the excess with clean 
cotton, leaving only a shine-removing film. 

Rouge—Cream rouge is more easily blended into just the 
right areas, leaves no harsh outlines, lasts longer. 

Lipstick—For best results, learn how to use a lip brush 
saturated with lipstick when you “make” your mouth. This 
may take a litthe more time, but the color will go on more 
evenly and the outline will be more regular. 

Eve Shadow—Apply a thin film across the upper lids— 
not any higher, please. Start at the outer corners and work 
in toward your nose. In this way, there won't be a heavy 
application near the sides of the nose to cast unwanted 
shadows on that feature. For most occasions. choose a shade 
to match or harmonize with your eyes. For gala nights, 
you can take to bolder accents if you like. 

Mascara—Should be used on the upper lashes only—at 
all times. For best results, moisten brush, run it over mascara. 
Then apply to lashes, upward and outward. By using only 
the side or edge of the bristles, you help to curl the lashes 
so that, when dry, the individual hairs will remain in this 
curved position. When lashes are dry, a second coat of 
mascara may be added, followed by the use of a clean dry 
brush to prevent “beading.” 

Eye Liner—You may wish to draw more attention to 
your eyes on certain occasions. To do so, take a medium 
brow pencil and draw a soft line across the very edge of 
the eyelids. Use the tip of your finger to work some of the 
color into the lashes for a natural effect. 

Eyebrow Pencil—Many types of eyebrows—the light col- 
ored, the sparse, the irregular—can be improved by care- 
ful penciling. Real “problem brows” may require the careful 
removal of part of the brow followed by drawing in the 
correct line—this will bring the face into better balance. 
All penciling should be done with short, feathery strokes. 
Brush through the strokes so that the color is worked into 
the natural hairs. 

Pancake Make-up—If you prefer this type of make-up, 
choose a shade slightly darker than your natural skin tone 
and follow this procedure. 1) Make up your brows. 2) Put 
on lipstick. 3) Add eye shadow and rouge if you use them. 
1) Apply pancake over your entire face and neck with a 
well-moistened sponge. Now draw line on edges of eyelids. 
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Retrace eye shadow, retrace brows and lips, touch up rouge 
and mascara. When skin is thoroughly dry, buff with a clean 
piece of cotton to remove any excess pancake. 

So much for the cosmetics themselves. Now, let’s take 

a moment to see how the placement of these aids, plus proper 
hair styling, can add to your face value. 
Round Face—\\lustration 1—The “Round” who makes her 
appearance on the left only exaggerates the cherubic shape 
of her face. The short, full hairdo, the bangs, the short, 
curved brows all add to the roundness. 

To attain a more oval look, Miss Round should wear her 
hair high up on her head, with sides close, bangs as casual 
wisps. Eyebrows should be only slightly curved, extend well 
out toward the temples. Rouge should start directly under 
the center of the eyes, go down to the center of the cheek, 
blend up and out to the hairline. The mouth should be full 
to add balance. V-necklines add length. 

Long face—l\lustration 2—Note the sketch on the left. Hair 
piled high on the head, brows in an exclamatory upward 





line, making a long face even longer. 

Opposite, this same face seems more oval now that hair 
has become a lower. fuller frame with partial bangs and 
swirled ends. Brows are almost straight and far out toward 
the hairline to add width. Mouth too is extended to its very 
corners. Rouge is placed at the extreme sides of the face, 
blended from the corner of the eye, down the sides, tapering 
off just below the jawline. Rounded and scoop necklines 
have a widening effect. 

Square Face—lllustration 3—The “Square” on the left has 
done nothing to minimize her squared-off jaws, the equal 
width at the top of her face. 

To underplay the angular lines of her face, to minimize 
the severe aspect of her face, Miss Square should adopt a 
softly feminine hairdo—built up at the top, curved close 
to the head near the ears, exposing only the lobes. Eye- 
brows should be curved up and out toward the temples, lips 







For pretty eyes: Inner end of each brow shou!d 
be directly over the inner end of each eye. If 
brows grow too close together, remove excess hairs 
up to the indicated point on each side of the nose. 
If brows don’t reach this point, pencil in the 
necessary addition. Length of brow should 
be determined by imagining a straight 

line from the side of your nostril to 

the end of your eye, continuing to 

the brow (A to B). Pencil in any 

necessary additions. Thickest 

part of brow is at inner end, 

tapering toward the middle. 

Highesi point should start 

in line with outer edge of 

pupil, curve downward at the 

end of eve. 
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value? 


by Eddie Senz 


gently curved, rouge blended on the outer sides of the cheeks, 
from the eyebrows to the chin. Long earrings, rather than 
the button type, and gently curved necklines are best. 

Illustration 4—Miss Triangle’s face is 





Triangular Face 
narrow across the top, wide at the bottom. In the sketch 
on the left she has done nothing to make herself look prettier. 

Rather—the hair style on the right, a shorter, fuller 
silhouette, with partial bangs or some sort of fluff over the 
hairline on each side. Brows should be full, extending 
slightly upward as they move out to the sides. Mouth should 
be as wide and full as possible. Rouge starts at end of 
eyes and is blended down at an angle toward cheek (actually 
is more on sides of face than on cheek). Interesting neck- 
lines that feature width near the shoulders and taper down 
at an angle are excellent. 

Diamond Face—l\\lustration 5—The narrow forehead and 
matching chin make up Miss Diamond’s face. The hair style 
on the left makes the shape even more obvious. 

The wise Diamond broadens her hairdo at the top, bal- 
ances it at the bottom with curled ends that fall below her 
ears to end near the jaw. Bangs across the forehead conceal 
the true proportions and add feminine flattery. Brows arch 
prettily, extend upward and outward. The mouth is wider, 
fuller, pleasantly curved. Rouge is placed high at the sides, 
in under the end of the eyes, down to the ear lobes. Scoop 
neckline is for her. 

Inverted Triangle—Illlustration 6—Miss IT has a face with 
a wide forehead, narrow, pointed chin. Her hair style on the 
left continues the “triangle feeling.” 

With a little more know-how, Miss IT can ovalize her 
face. Hair can be kept close to the sides on top, full from 
the ears to the jawline. Bangs of some type will camouflage 
the natural hairline and top-of-the-head width. Brows should 
be curved and extended just beyond the end of the eyes. 
The mouth should be full and curved, rouge placed high on 
the cheeks. Final touch—a square neckline. 


Left: “The sulking mouth,”’ caused by a natural downward 
curve or by lipstick exaggeration. To correct: extend lower 

lip down to dotted line, across to corners of mouth, Top 
Right: Very thin upper lip, very full lower lip. For balance 
and proportion, reduce the lower lip a hair's breadth, widen 
the upper lip. Dotted outline indicates where and how much. 
Note clean curve of upper lip. Bottom Right: Rosebud mouth. 
Lipstick should be carried to extreme end of mouth to 

give illusion of greater fullness. Lower lip should be brought 
up at a slight angle to meet upper lip. 
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NEW! CLOSET 


HANG 
A 
CHAIN 


Our newest closet 
accessory, consisting 
of 8 three-inch hooks, 
hangs right from 
your closet rod to 
hold all the odd 
items which usually 
clutter up dresser 
drawers, etc... 
purses, umbrellas, 
belts, children’s 
clothes, anything at 
all. Chrome-plated 
} and gift-boxed. Sat- 
isfaction guaranteed. 














Order + C 838. 
Send for New, Free Cat- J post- 
ust $2.00 
f paid 
alog of Unusual Items 2 for $3.95 
DOWNS & CO. 
Dept. 8405A Evanston, Ill. 
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WALLET 
PRINTS 


FREE - r ad 
PORTRAIT 
ENLARGEMENT, 
WITH EACH ORDER. 










Beautiful portrait 
enlargement 
worth 49c—- FREE 
with your order 
for famous Roy 
Wallet Prints— 
order all you need 
for swapping — 
perfect for job 
ACTUAL SIZE school, passport. 
(22"” x 3%") and all oe 

cation. Send pic- 

Ariat aerien ture or negative 
with your order 

ROY PHOTO SERVICE, Dept. 70 
G.P.O. Box 644, New York 1, N.Y. 


1] Destroy unwanted hoir PERMANENTLY. Use con- 
| aoe at home. When you hove read our 
7 instruction book carefully and learned to use 

the new Mahler Epilotor safely and efficiently, 
then you can remove unwanted hair FOREVER. 
MONEY-BACK GUARANTEE (Our 76th Year). 


MAHLER'S. INC. Dept. 658-F = PROVIDENCE 15, R. I. 





SPECIAL— 


BY MAIL 
ONLY! 






A Spencer Crection 


Smart 


NEW APPLICATOR 


for your favorite lipstick. Easy-to-use 
LiP WAND gives professional results 
te every time; spreads and smooths your 
lipstick in glamorous contours. No longer 
need you use brushes, fingers, stencils, 
bad or blot with tissues. Brand new LIP 
WAND out-modes these untidy methods 
bad - + » assures immaculate lip make up 
with a few deft strokes. Nothing to 
wear out—it lasts indefinitely. Order 
LIP WAND today, $2 ppd. in beautiful 
swivel case with attached mirror. Send 
check, cash or money order to: 


SPENCER PRODUCTS 


FARMINGDALE, NEW JERSEY 
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| Money-back 


Today’s Secretary 
Goes Shopping 





FOR MOTHER’S DAY, or any day, this 
lovely manicure set makes a special gift. 
| Of top-grain cowhide with suedeen lin- 


GOING AROUND THE WORLD can be easy 
and cheap with this coin kit, designed to 
start you on your way to a fascinating 
ing, Solingen steel instruments. Available hobby. It contains coins from 10 coun- 
with or without inscription in red and 





black, red and beige, or royal blue and 

white. Money-back 

ppd. From Bemax Import-Export Co., hi : 
: . ges, display cards—100 pieces in all. 

Dept. K-4, 612 Street Road, Rr en er 

ied ~ eas : Send $1 to Hobbies Unlimited, Box 488, 

| ‘ = Dept. FE, Hempstead, N.Y. 


tries, a booklet on collecting, reproduc- 


guarantee: $7.95, / , : : 
tions of rare coins, coin packets, gummed 


Southamp- 


AS NECESSARY AS YOUR PASSPORT if . 

you're going to Europe this vacation is PEDAL YOUR WAY to a slim summertime 
the new “American’s Tourist Manual.” figure on the Slim-cycle, sturdily built, 
Including also the Near East and North yet so light it can be stored in your 
dresser drawer. An easy, private way to 


Africa, it contains the latest on money 
tipping, 


conversion, customs, weather, 








postage, languages, shopping, and sight- 
seeing, plus maps of London, Paris, 
Rome, and the Brussels Fair. 





Leather 
cover, 128 pages, priced at just $1, ppd. good health and good looks. Only $5.95, 


guarantee. From John E. ppd.: from Mastercraft Products, Dept. 


Felber, Dept. TS, Box 636, Federal TS, 273-285 Congress St., Boston 10, 
Square, Newark 1, N.J. Mass. 








1000 PERSONAL 5] 
ADDRESS LABELS 


1 to 4 lines printed in 
black on white gilt- 
edged gummed paper; 
in pads 1%” long. 
PACKED iN AT- 
TRACTIVE 3” PLAS- 
TIC BOX (incl. 
FREE) 

1000 for $1 ppd. Any | S orders $4. Guaranteed 


Dept. S$, TOWERS, 150 ioniees, New York 38, N.Y. 


SECRETARIES 


CONFIDENTIAL LOANS 


$50 to $300 on your signature only. 


Repay in small monthly payments. 
Details free—write today 


CHAS. D. JOHNSTON, Manager 
Brundidge, Ala. 























OUS ROYAL JELLY FACIAL CREAM 


Help restore the dewy look of youth, supply the 
moisture that time. harsh weather, and tension steal 
from vour skin. ROYAL JELLY facial cream en- 
riches dry_and fatigued skin, gives you youthful 
radiance. This amazing cream actually contains 100 


Ser, MGS. ef ROYAL JELLY, the miraculous substance 
S| that heeve the Queen Bee alive 40 times longer than 


all other bees. No matter what your age ROYAL 
JELLY is safe to use. Thousands of women have 









SECRETARIAL SALARY STATISTICS | | 


Interested in how much secretaries & stenos earn 
in Los Angeles & San Francisco? We have au- 
thentic up-to-date figures. Write today for our: 
Salary Survey (1.00). Secretarial-Stenographic 


Job Prospects in California (1.00). Business ace ghd BB ge A Pag 

Research Associates Incorporated, P.O. Box 7093, covery, why not ye mi? Valine $10.00 Introductory offer to new 

Long Beach 7, California you pay only $2.95 fed. tax incl. Add 25¢ for post 
’ ° 

















VITA-BEST, 487-TS Broadway, New York 


TODAY’S SECRETARY 
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IT’S GRADUATION TIME, job-hunting 
time, picture-taking time—and here, just 
in time, is an excellent wallet-photo offer. 


PERSONALIZED 
From any snapshot or negative (which a) 

= 

| 


PERFUME FALCONS 
Your 2 or 3 initials beautifully 
engraved on these gleaming 
gold perfume flacons mark 
them as yours alone. Inner 
glass bottle is spillproof. Re- 
leases perfume when touched 
to the skin. Holds one ounce, 
with plastic funnel to transfer 
perfume from targer bottle. 
Specify round or oval shape. 
Underline initial of last name. 
$1.50 ppd. } 


NARROW AS AN ARROW 
For weekends in the country; 
supple leather moccasins with 
buoyant foam crepe soles, in 
smoke, white, red or taffytan. 
Full & half sizes 3 to 13, 
AAAAAA to EEE. Purchases 
can be exchanged. $5.95 plus 
50c post. (COD’s accepted.) 
Fast delivery! 


MOCCASIN-CRAFT 
Sete SF tee St., Lynn, Mass, 


will be returned), handsome 2'/2-by-3! 
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FROM THE 
WORLD'S FOREMOST 
WALLET PHOTO PRODUCER 


That's right .. . TWENTY-FIVE 
wallet size copies of your graduation 
) i picture. Ideal for giving friends, rela- 
i tives, or attaching to college applica- 
| CENTERING MADE EASY! > Made = finest silk- a. — 
weight paper for permanence an auty. 
inch prints will be made on expensive- | | Center copy ZOE  H, Send ONE DOLLAR with your finished 
looking silk-finish studio paper with at- exactly—in sec- vii it ee graduation a or glossy print. Your 
aaa . 9c onds! Headaches =. ee _ original will be returned unharmed with 
tractive embossed edge. Just $1 for 25 


order in a very few days. Minimum 
photos: $2 for 60: all postpaid. From order: 25 pictures from one pose. 
Foto Plus, Dept. E102, Englewood, N.J. 

































of backspacing, 
counting, adding, 
dividing are 


Satisfaction guaranteed or your 
| eliminated. Just 

] 

| 


money back. 


™ '™ LARGA-PIC — BOX Z-20™ 





measure head- 
ing, start typing 















































‘ | 
ROYAL JELLY, thie nectar of the Queen at number you read on scale. That’s all you . BROOKLINE 46, MASS. 
Bee. hi been blended | ee a ON do! It’s the biggest boon to secretaries in oT | 
ey — een biended by cosme the 1ans years. Easy instructions on how to center pica, ‘ Enclosed is $.........for..........pietures | 
into a rich beauty cream to replenish the elite or variable spacing typefaces permanently ’ ® 
. » the sme. harel sathe | imprinted on durable plastic scale. Just $1.00, Name ecevocsenecenecgnancenvovecees cocccesennannes ' 
moisture that time, harsh weather, anc postpaid, and satisfaction is guaranteed! a 
5 Address sieniauasalerideeiibsiadhaiilaiiesiasiaiaiibaidiiaiipiniii 7 
Stenographic Centering Scales Ci z * 
one( )State 
Dept. T, 1511 N. Algona Street t ty iy 
Dubuque, lowa See ee ee eee en eee eae eee 
—_ - * 
+ t Decorative 
| eae ‘ CERAMIC 
' 
' UGLY FAT 4 wartent ter 
& for a Glorious Figure ' hanging or hot 
i $25.00 VALUE 1 plates. Mode a 
or raqitiona 
: YOUR PRICE $"7'95 : design. No 
tension steal fr sur skin. Here, f 5° Take otf tat were it M inc: ... Add soe postage Zenra, Fawn 
ie nsion ste a rom your Skin. ere, ior B © Aids circulatio — No COD’s please g Gold. No. 2 
just $2.95, is a $10 value. Add 25 cents i ELECTRIC GLORIFIER MASSAGER! Qld Kitchen 
. . ro . ove a € 
for postage. From Vita-Best, Dept. TS, 8 Gets at the strategic spots—tummy, hips, thighs. 4 rubber Spinning Wheel 
7 sllers a ssue—2-way actio akes © inches > . 
187 Broadway. New York. N.Y : roller ne Eeastane’ Gaile aa i ee aa eee ae in black, red, and green. $2.50 a pair, ppd 
_—- pe fashionable salons. On-off switch, AC. Fully U.L. approved . Ts. 34 ave. 
s'  Menep-beck Guacentes cangpige RICHARD W. JOHNSON °58%;,.55: 23.52e.2n¢ 
© JAY NORRIS co. 487-TD Broadway, New Yor 
CORRECTION PLEASE: The address to use L Toslotetetetetaetaetettetatetestatastacbetbetetatetastan nanisieniane jineeeeain 
in ordering the Diamon-Deb nail file was | : 
incorrectly given in the March column. | — CLOTHES ARE BOOK Mi ® USCRIPTS 
owe a . . | --Hoir is right-- 
The correct address is Solari Products, 9 
Der var 83 South Ri : "Blvd HOW ABOUT THE CONSIDERED 
ept. 1529, Oo out 1 Robertson vd., CIGARETTE STAIN by cooperative publisher who offers authors early 
Los Angeles 35, Calif. | Two ACID - NO BLEACH- NO Pumice |} ON YOUR TEETH? publication, higher royalty, national distribution, 
Ps eX-STAYN keeps teeth free. Slip a dollar i ~sl e and beautifully designed ks. All subjects wel- 
ne - ia the moll TODAY. Know you ore right e% comed. Write, or send your MS directly 
GREENWICH BOOK PUBLISHERS, INC 
all the woy Money Back Guorontee. No | ai ~ 4 
R ISTRIBUTORS, P J Atten: MR. BIDDLE 489 FIFTH AVE 
Miles-Per-Gallon Aluminum Calculator | | ¢.0.0.'s. DESERT D » Post NEW YORK 17, N. ¥ 
Office Box 1105-T, Apple Valley, Calif 






















> 1$1.00,postpaid : : ; | Sane aa 
Tells instantly | 


the exact number 
f miles you are 
r 





SECRETARIES! | 


Learn How You Can 











n _ for Fel : - 
CHEGWIDDEN or lg panart Get Ahead Socially 
Dept. T$125, Box 18 Dover, New Jersey 





And In Your Job! 


Can you recall an instance when you thrilled to | 
the attentions you received from others, then | 


sition Soothing massage helps TUMMY 
trim away inches, HIPS 




















‘ V4 7 






ONE-FIFTH pond OnE- HALF U.S. RETAIL thought, ‘‘If only | could continue to affect people — a, — THIGHS 

fr r tor se € porte j i nana : 

Cacieaaan Weaken acumem setvice. Tmpnctes that way. Why did | go over so well that time, | the am cotuen 1508 SIT, LIE OR 
oom ae gowarens se while relaxing . STAND ON IT 


‘ ‘ onne Jewelr) The personality you displayed, however, unaware 
om as to how, is still there and yours either to enjoy or 
to leave dormant. You have it, and | promise you, 
you can again release it and make it a part of your 
every-day life | 

You may win friends by making others feel im- 
portant and by pleasing them but if the affectionate 
pat on the shoulder for being such a nice person 
fails to satisfy, read ‘‘Of Human Conduct.*’ 

It will give you a manner that causes others to 
look up to you and have an urge to associate with 
you regardiess of whether they have reason to like | 
you or not | 

With this completely new approach to social satis | 
faction, you can now have others 
trying to win Your friendship and 
influence You to like them 
Price $2.00, sent postpaid a4 


money-back guarantee. No C.0.D. 
please. 


Baim Publishers, Dept. T-4 
9808 Lemona, Sepulveda P.O. 
Los Angeles, Calif. 


helps relieve nervous 

tension, tiredness. 

Soothes aching feet. 
1 YEAR GUARANTEE 


malt 


12”x ar "24%, 
we» EASYTRIM MFG. CO. Dept. S 
— 225 EMMET ST. NEWARK 5, HJ. 
l Please send | 
j Name - doowdinision pdeniveet : [ } DELUXE | 
‘peas pee ren are ©) LUXURY | 


| 
| i 
| Ice es Re State 





GLOBE- ‘TROTTER IMPORTS 


1951-J-Richmond, Houston 6, Texas 
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Cool Caution 
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BY MARGARET OTTLEY 
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make the mistake J. 


a a ee 


a yw. SA (. 


Va ; * a ; i a (#20) 


How fast can you read shorthand? You can probably speea through this page, which is based on Chapters One through Eight of the Manual. 
This material is counted in groups of twenty “standard” words each, so that you can estimate your reading speed. 
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UT OF THE CONTEST MAILBAG 
popped this littlke mascot owned by 
Linda Eccles, a contestant in the OG A 
Contest this year. The photograph of her 
dog was taken by her father, a profes- 
sional photographer. Miss Eccles’ entry 
was included in a very commendable 
group of shorthand specimens submitted 
by the teacher, Sister Mary Reginald, of 
Notre Dame High School, San Jose, Cal- 
ifornia. The contest entries reflected un- 
usual interest and enthusiasm and re- 
sulted in the team’s placing among this 
years prize winners. 
Another contest entry that attracted 
much attention when it arrived was sent 


High 


School, Miami, Florida. The cover had 


by Linda Sweig, of Technical 
been especially imprinted for the OG A 
Contest. 

Velma Love and her shorthand class 
(West Virginia) High 


School captured the usual “ah’s” and 


from Shinnston 


“oh’s” with a crocheted and satin cover, 
appropriately lettered for the class entries. 
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MAILBAG 


By FLORENCE ELAINE ULRICH, Director, Gregg Awards Department 


Many 


prize-winning clubs, were on display at 


entries, including those of the 
the Gregg Awards Exhibit in the Statler 
Hotel in Boston during the EBTA Con- 
vention, which was held on April 3, 4, 
and 5. If you attended the conven- 
tion, we hope that you had the opportu- 
nity of visiting this exhibit. The short- 
hand notes, which were written by both 
junior and senior students, were an inspi- 
ration to see. 

One teacher wrote us about an inter- 
esting idea her school has developed. 
“In the final week of school each spring, 
we hold a high school awards assembly. 
The awards earned in the OGA Contest 
and on the monthly tests are given out 
at that time in an appropriate ceremony. 
Now that the certificates have been put 
in the new album, the awards appear even 
more valuable. This means so much to 
the students, particularly when their 
friends and relatives are present to see 
them receive the awards. We appreciate 
the way you have rushed our last min- 
ute entries to meet the deadline of this 
assembly.” 

It is a problem to issue so many, 
many thousands of certificates and pins 
during the spring months to meet as- 
sembly dates, but we try to have them 
arrive on time. 

If your school has an Awards Day or 
an assembly when the certificates, pins, 
and other awards are presented, tell us 
the date of this assembly when you sub- 
mit the final tests. 

Keep in mind that approximately a 
week is required for the delivery of tests 
to us. Another week may be required for 


the delivery of the awards to you. We 
need a little time for processing the tests 
and preparing the certificates, so allow 
at least three weeks for delivery. If you 
want the awards sent to you by airmail, 
be sure to enclose sufficient postage. 
Otherwise, they are mailed by first-class 
mail, and the postage is paid by us. 

“] BECAME INTERESTED in the Gregg 
Awards as a student of Gregg Shorthand, 
so naturally | am eager to start the pro- 
gram in my own classes in this, my first 
year of teaching.” This letter was from 


New York. She 


added: “You may be interested in know- 


a teacher in upstate 
ing that our Parent-Teacher Association 
became interested, too, and has offered 
to sponsor the awards program in the 
They 


have offered to pay for the pins as well 


business-education department. 
as the certificate and test fees. Aren’t we 
lucky?” 

That the service of this department is 
equally effective to the secretary who 
needs a “brush-up” in shorthand or typ- 
ing was re-emphasized to us by another 
recent letter. 

“I do not have trouble in taking dic- 
tation and transcribing it if the rate of 
speed is within my reach,” wrote a 
secretary, “but my new boss gets ‘ram- 
bunctious’ and dictates 150 to 160 words 
a minute. This requires more skill than 
I can’t think of 
the outlines fast enough—and the result 


I now have. I get lost 


is that my shorthand becomes sloppy 
and less readable. For instance, under 
the stress of his dictation, I do not al- 


ways distinguish between the rs and [s, 
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as and e's, and so on. These irregular 
notes impair my competency to tran- 
scribe them, and I should like to correct 
the fault. Would the Gregg Shorthand 
Slide be effective in helping me to im- 
prove my penmanship?” 

The Gregg Shorthand Corrective Slide 
is very helpful in enabling the short- 
hand writer to find the faults in his 
notes, but only practice from dictation 
and from material such as the OGA 
tests will develop the speed and writing 
proficiency needed. The slide may be 
used to find and correct badly written 
outlines after fast dictation. If you don't 


already have one, get one of these handy 


aids to make your shorthand practice 
more interesting and effective. 

There is a tendency to become nervous 
when taking dictation beyond one’s nor- 
mal speed. This may be due, in part, 
to a lack of shorthand vocabulary. If you 
encounter technical terms with which you 
are not thoroughly familiar, study them. 
Try to get dictation at home and in a 
group. If you are a secretary, you may 
discover that there are other members of 
the staff who would like to “brush up” 
on shorthand, too. Why not get together 
for practice? It can be fun. If you would 


like suggestions for such a self-improve- 
ment program, write us. 


WE ENJOY READING all the interesting 
letters we receive and seeing the ex- 
cellent work you have done. 

Don't forget to get started on the new 
tests this month. Earn all of the awards 
that you can in shorthand, typing, tran- 
scription, filing, and bookkeeping and 
help fill that new Achievement Record 
Album. The instructions provided with 
the tests are easy to follow—and there is 
nothing like spring fervor to get the job 
done! 





OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns; you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior OGA certificate or pin. 
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OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior OG A certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 
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Mr. John Barbora, President; The Barbora Construc- 
tion Company, Inc.; 9227 Chambers Street; Chicago 
17, Illinois. Dear Jack: While we were at lunch one 
day last week, you happened to mention that you 
were looking for new quarters for your company. You 
felt that if you were situated somewhere in the busi- 
ness district, your company could do much better. 
Also, there wouldn’t be so much of a problem in se- 
curing office help. 

Just yesterday we received information about some 
space in the Fuller Building. As you know, the Fuller 
Building is in the heart of the business district and 
would be an ideal location for your company. The 
rent is somewhat high; but I am sure, Jack, that the 
increased business you would find in this area would 
more than pay for it. 

We have duplicated the attached announcement for 
mailing to possible tenants; but, since you might be 
interested in this space, I hasten to call it to your at- 
tention. If you are interested, let me know right away 
and I’ll start the ball rolling. It will be a pleasure to 
serve you! Sincerely, Raymond Silver. Enclosure 
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OAT 
JUNIOR 


Type this letter in 

any style you wish. 

Retype it as many times as you 

think necessary. Of course, you'll 
submit only your very best specimen for 
an award, 


In typing the letter, strive for 

(1) neatness (type clean and clear) 
and good placement, (2) accuracy—no 
strikeovers or typographical errors, 
and (3) uniform indentation. 

(4) Leave a blank line between 
paragraphs, even in single-spaced 
material. (5) See that your spelling 

ind punctuation are correct 





ro GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
12 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. ¢ Be sure your name 
and address appear on your paper 
e Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. ¢ Test ap- 
plications received without fees are 
held thirty days only. © Each Compe- 
tent Typist Test must be certified by 
the timer. The certification should 
read as follows: “I hereby certify that 
I timed this test for exactly ten min- 
utes and that it was written in aec- 
cordance with the rules.”” «© May copy 
is good as membership tests for OAT, 
CT (page 42), and OGA awards un- 
til June 20, 1958. 











OAT 
SENIOR 


Senior candidates must 

submit this month’s complete produc- 
tion project—the letter (above) 
given as the Junior Test, as well as 

i corrected copy of the rough 

draft real estate announcement that 
ippears alongside. 


You may use either a letterhead 
or plain paper for the letter; 
use plain paper, of course, for 
the Senior Test copy. 


Practice the material until 


you type a specimen 
that represents your very best work. 
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MAY COMPETENT TYPHFIST TES T 





To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 
speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. 





(This copy should be double spaced.) 


Words Words 

The car was loaded with the usual 7 to visit. But best of all we liked Hid- 313 
camping equipment as we headed to- 13 den Valley, which is completely sur- 320 
ward the desert country of southern 21 rounded by rocks. We were fascinated 328 
California. We knew that only one 28 to learn that this spot was formerly 335 
campground had water and that all 34 used as a hideout by cattle rustlers. 343 
food, water, and wood had to be taken 42 The only way we could enter it was to 350 
along. There would be no stores—only 50 crawl through the rocks on hands and 358 
good roads and wilderness. We had 57 knees. Once inside, we found a peace- 365 
planned our supplies carefully so that 65 ful little valley bordered on all sides 373 
we would not run short on this camp-_ 72 by gigantic rocks. 377 
ing trip. 74 Later we had a chat with a friendly 384 
We had been fascinated by this area _ 81 ranger, who was there to help tourists 392 
because it is so completely different 89 and protect the animal and plant life of 400 
from the usual desert country. It isa the desert. He was an excellent source 408 
unique part of our Western desert. The 105 of information concerning what to see 416 
Joshua trees with their shaggy, out- 112 and do at that particular season of the 424 
stretched arms stand as stark sentinels 120 year, and we felt lucky to have his 431 
against a vivid blue sky. These trees, 128 advice. 433 
which grow as high as twenty-five feet, 136 After a leisurely drive, we were con- 440 
are part of the lily family. Creamy 13 tent to return to base camp and think 448 
white blossoms cluster at the ends of 151 favorably of a supper cooked in the 455 
their heavy branches. Legend has it 158 open. By the time our trip was over, 463 
that this plant was given the name of 166 we had become advocates of foil cook- 470 
Joshua tree, or praying plant, because 173 ing. We cooked beef stew, ham and 477 
of its upstretched arms. Since these 181 pineapple, hamburgers and onions, and 484 
trees do not have annual rings, it has 189 potatoes, using this method. The joy 492 
been impossible to know their age. 196 of it was that in addition to the fact 500 
We made camp at a spot nestled ina _ 203 that everything tasted so good when 507 
little valley. There we blew up our rub- 211 cooked out of doors, we had few dishes 515 
ber mattresses, fluffed out our sleeping 219 to wash. 517 
bags, and did the usual camping chores 227 Night fell; a million stars bright- 524 
before we set out to explore the area. 235 ened the sky and sparkled a friendly 531 
A favorite spot was Salton View. Here 243 greeting. We retired happily at an 538 
we were thrilled by an unforgettable 250 early hour. At home, who would ever 546 
picture of valleys, mountains, and des- 259 have gone to bed at eight? But it was 553 
ert combined in one magnificent pano- 266 a wonderful hour to hit the sack ona _ 561 
rama. We saw the green of the date 274 camping trip. It was delightful to hear _ 569 
trees in the date gardens far below and 281 the desert settling down for the night. 577 
were told that these date palms were 288 Occasionally in the distance we heard 585 
brought to these shores by mission- 295 a pack of coyotes making their nightly 593 
aries years ago. 298 run. Usually the desert is clear, calm, 601 
There were many interesting places 305 warm, and relaxing. 605 


(Repeat from the beginning to complete a ten-minute test.) 
Written especially for Gregg Awards candidates by Lura Lynn Straub 
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BOSS-SITTER ? 


(Continued from page 25) 





A sheet marked Visitors should cover the routines by 
which you and your boss handle his appointments. Do 
you make some appointments for him? Or, does he make 
them and then brief you? Are you responsible for not- 
ing them on his calendar? (It’s axiomatic that scheduled 
appointments are always on your pad, so they should be 
on hers, too.) Do you remind your boss of appoint- 
ments? When he leaves the office. are you in the habit of 
giving him a note with the address and room number 
where the meeting is to take place? Do you usually 
check with him to see that he has all necessary papers? 

How do you receive callers? Where do they sit? Do 
you make small talk? Offer them the morning paper? 
How do you announce them? Do you usher them in? 
These are trivial details, but knowing how to handle 
them will make life easier for the girl who's sitting in. 

Another page might be headed Mr. Boss. Should he 
be reminded of certain tasks, meetings, or conferences? 
There may be occasions—perhaps he has a caller or he’s 
at work on a particular job—when he should not be in 
terrupted except in extreme emergency. 

If Systems are important, spell them out. For example, 
if you have worked out a system of using a set of folders 
to make your work easier, describe it carefully. Have 
you any follow-up routines not covered in instructions 
already given? Explain them. 

Leave explanatory notes about any records that must 

kept. If reports will be due, compile in advance as 
much of the material as you can, and by all means leave 
an example of the setup of the report. 

The Pending page will certainly be vital. Here note 
everything that is unfinished and where your substitute 
can find the pertinent material. 

If your sheet marked Filing is clearly written, you'll 
find your file box a pleasure instead of a shock when 
you return. Because . . . you have explained in advance 
how your files are set up. with notes about the location 
of special papers your boss or your substitute may need. 
You have noted simply your method of marking material 
for the files and how you schedule this chore. 

Now for a last constructive suggestion: When your 
instruction sheets are finished, show them to the boss. 
He may be impressed. He may understand the impor- 
tance of something he’s been taking for granted. Chances 
are that he'll appreciate your work as never before. 

So. on the Friday you've waited for all year, you will 
certainly make every effort to have your own work up 
to date, the filing finished, and the pages of your calen- 
dar clean and empty for the next two weeks. The careful 
notes you've made for your substitute tell the story. And, 
since the drawers of your desk are tidy and neat, as a 
final fillip, why not put a fresh blotter on the top? 

You'll be off for vacation, secure in the knowledge 
that you've done as much as possible to help your substi- 
tute. And who knows?—just as you put a fresh blotter 
on the desk to herald her arrival, you may find that she’s 
done the same thing to welcome your return. 
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sheet for typewritten copies. 


Pre-aligned carbon and second \ i‘ - 





Efficient, clean handling 4 } 

} 
Huron Copysette has helped so vd 
much to make her work day easier, 
more productive . . . leaving her fresh 
and carefree for the relaxing evening hours. } 


] roduct of Please send free somples of HURON COPYSETTE T-5 
ORT 1 
NAME 
! 
ON ' COMPANY 
1 
TREET 
Cy s y STREE 
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Graffco never 
lets me down / 





How I used to dread the sudden call 
for facts and figures. They were in the 
records and on the maps .. . but where? 

Now Graffco Signals and Maptacks 
spotlight all important classifications for 








instant action. And as reminders, they 


never forget! There is a special Graffco Pagiu nent 
. ible Recor 
product for every kind of record hous- == = 





ing, maps and charts. Write for free 
color folder describing them all. 


Gra ff fe co and MAPTACKS 


At your Office Supply Dealers . . . or 
GEORGE B. GRAFF COMPANY 
54 Washburn Avenue, Cambridge 40, Mass. 




















. new AVERVETE. 


Yes—labeling file folders is 
now fast and clean—no longer 
a chore. There’s no sticky, 
gooey sponge to wet and handle 

...no bad-tasting mucilage 
to lick. Avery labels are on at 
the touch of a finger... 
easily, neatly and quickly. 
They're color coded—in a selection of 10 beautiful colors 
plus white—for fast, positive identification and reference. 
Improve the appearance of your files by color-coding 
and relabeling each folder with Avery adhesive File 
Folder labels. Expensive folders can be re-used and 
still remain neat and presentable in your files. 
Filing can be fun—if you do. They'll make your job 
easier—and a boss’s business more profitable. 





«».to apply...easiest to 
use...and color-coded, too! 


Available from your 
Stationery or office 
supply dealer—in 
sheets of 8 labels 
with guide lines 
for uniform 
typing—and 

the last label 
won't slip in 

the typewriter 
because of the 
extended back- 









ing sheet! 
AVERY ADHESIVE LABEL CORP., Div. 152 
117 Liberty St., New York 6 ¢ 608 S. Dearborn St., 
Completely | Chicago 5 © 1616 S. California Ave., Monrovia, 
revolutionizes 


Nf | Calif * In Canada, 48 Haas Road, Toronto 15, Ontario « 
office filing— | Offices in Other Principal Cities. 
See them... try them 

















today! Write for your | Please send me samples of Avery file folder Labels. 
FREE samples of Avery a Position 
file folder Labels— ade os 
si Company 

eee Then BUY / Address 
them at your | s 
stationery dealer! | City State 

ee 
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(Continued from page 17) 








cruise director. It’s an exciting area in which to work. 

“It's probably because Mr. Kirk loves his cruises so 
much,” she smiles. “You can’t help catching his en- 
thusiasm. And so many people go on this cruise again 
and again or recommend it to their friends that you feel 
you re working with a big family.” 

This year’s cruise (Mr. Kirk’s is just one of many 
staffed by Cook’s) went down the eastern coast of South 
America and then across the Atlantic to Africa. At Cape- 
town, switching from the ocean to the land. the travelers 
penetrated the Dark Continent as far as Victoria Falls 
and the Congo. In preparation for this long. major cruise. 
Mr. Kirk worked on the itinerary with the cruise depart- 
ment, checked passenger lists with the sales department. 
and—since he is combination social director, lecturer. 
escort. and guide—did a thorough job of research in all 
the territory the trip would cover by way of geography. 
history. anthropology, and folklore as well as currency 
and the shortest distance between two points. 

“That isn’t all.” Connie remarks. as she traces the tour 
on the huge world map in front of her desk, “but it may 
give you an idea of the preparation that goes into a long 
cruise. Mr. Kirk doesn’t like to skip a thing. so he reads 
every travel book that comes out. My official part in all 
this is mostly typing up his lecture notes and then, after 
the cruise is over, opening the many ‘thank you’ notes 
that come to Mr. Kirk. It seems that everybody who 
goes on his cruise winds up as a personal friend of his.” 

To prove this point, Connie indicates Mr. Kirk’s desk- 
top. On it are a bronze leprechaun from Ireland, an ex- 
pansive leather-based ashtray from Rome. a crystal 
paperweight from Norway. and several wooden statuettes 
from various parts of the globe—all sent to Mr. Kirk by 
grateful members of his touring parties. In the adjoining 
office. Mr. Garth. who is also a learned, affable traveling 
man, has a desk bearing similar “trophies.” 

“These are just a few of the mementoes,” Connie says. 
“Both Mr. Kirk and Mr. Garth have a houseful. They're 
always collecting things wherever they travel.” 

Souvenir collecting works two ways, for Mr. Kirk 
never forgets his secretary during his world wanderings. 
Among Connie's exotic keepsakes are a Cleopatra’s 
“poison” ring from Cairo, table linens from Madeira, a 
filigree silver pin from Peru, perfumes from Paris, and 
a gold-beaded stole from Algiers. And, in addition to 
gifts and her own souvenirs, Connie treasures picture 
post cards from anyone who has traveled anywhere and a 
collection of photographs she has taken on her trips. 
In fact, Connie treasures anything that has to do with 
travel. 

“The travel bug has really bitten me hard,” she ad- 
mits. “And the strange part is that my coming to work 
at Cook’s was all due to a trick of fate.” 

When Connie graduated from her one-year business 
course at Katharine Gibbs, her big ambition was to get 
a job—any job—outside of New York City. She hated 
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subways. She hated rush hours. She wasn’t fond of the 
city in general. She thought that her best bet would be 
a job at either La Guardia or Idlewild Airports—both on 
Long Island, both safely distant from Manhattan Island. 
The Gibbs placement office misunderstood her: They 
thought her request for a job at an airport meant that 
she would be pleased with any travel job. So Connie 
ended up being interviewed by the personnel department 
at Thos. Cook & Sons. 

“They offered me a job in the stenographic pool,” she 
recalls humorously, “and I was too polite to turn it down. 
After that, it was a history of my being promoted unex- 
pectedly, always to a job that turned out to be better 
than the last. I’ve never been happy to leave an office; 
yet, once I began something new, I was never sorry.” 

From the steno pool, Connie became Mr. Kirk’s secre- 
tary. He was then head of the New York sales office. 
Connie thought she'd miss the variety of a pool job even 
though she had high regard for her new boss. 

“T liked Mr. Kirk so much that I thanked my stars for 
the move,” she says. “But when he was recently trans- 
ferred to sales promotion, I was again reluctant to change 
departments. | thought nothing could be as interesting 
as direct client contact.” 

Again she was mistaken. Having moved up with Mr. 
Kirk, she now feels after a year that the sales promotion 
and personnel combination is tops in challenge and fun. 

“And between Mr. Kirk and Mr. Garth,” she adds, “I 
get a constant education. Other people have to buy Mr. 
Garth’s travel book on the Mediterranean—complete 
with foreword by Mr. Kirk—and have to pay to take 
their tours. All I have to do is keep my ears open. They 
love travel, and they talk travel all the time. I just listen 
and learn.” 

During her years at Cook’s, Connie has not only ac- 
quired a taste for foreign places, but she has also learned 
to like New York City. She commutes from Bellmore. 
Long Island—where she lives with her parents and a 
on the Long Island Railroad. 

“It’s sooty,” she sighs, “but I get the better of it by 


younger brother 
wearing dark coats.” She has given up hats except for 
special occasions but always wears gloves to work. She 
prefers a one-piece look at business and achieves it with 
conservative dresses or color-matched separates. She 
limits her more elaborate imported jewelry to after- 
hours dates. 

Cook’s has helped Connie beat the rush-hour battle by 
permitting her to work from 9:30 to 5:30 instead of its 
regular nine-to-five office hours. This is just one more 
reason for being enthusiastic about her job. 

“I kind of figured I'd like it,” Connie recalls, “when, 
shortly after I started work, one of the travel consultants 
told me she was going to Paris for the weekend. When | 
showed surprise, she said that someday everybody would 
be able to take off like that. Travel is an everyday matter 
at Cook’s.” 

Connie’s future vacation plans? Well . . . she hasn't 
been to Africa, really would love to see it. Her long-range 
plans? Maybe to get married—but not settle down. She'll 


probably continue to see the world—on the family plan. 
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Makes New York twice as exciting when 
you stay at the Barbizon—gives you the 
conveniences of a smart hotel, yet Barbizon 
rates are surprisingly low. And how they 
pamper you! Music room, lounges for en- 
tertaining—coffee shop, restaurant, library 
(dandy gift shop too). There’s even a drug 
store, a cleaning service. And you'll love 
your room (with radio—TV, air-condition- 
ing if you like). Saves time and legwork, 
having everything on tap—leaves you free 
to enjoy all the fun going on. It’s such a 
congenial, friendly place. And living at the 
Barbizon, you're conveniently close to 
glamorous stores, cultural centers and 
theatres—right in the heart of things! 


Cool bliss, the Barbizon swimming pool .. . 
or lounging on the roof-terrace where you 
overlook the world’s most enchanting skyline. 


NEW YORK’S MOST EXCLUSIVE 
HOTEL RESIDENCE FOR YOUNG WOMEN 


The barbizou 


Lexington Ave. at 63rd St. « New York City 
Write for Booklet E 5 
From $4.25 daily + Weekly rates on application 








when APPEARANCE 
rests with You— 
Rely on 


Col 


CARBON PAPERS 
AND RIBBONS 


Rest assured—we know you want 
the crispest, sharpest letters in 
the mail. That’s why we have 
researched the problem to the 
N’th degree! That’s why we can 
say, in all sincerity, that a Cedo 
Silk Ribbon, a sheet of Super 
Kote Carbon (used with the 
Carbon Gripper) will perform to 
your complete satisfaction. See 
for yourself—write us on your 
company letterhead for samples. 


We'll do the rest! 
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MANUFACTURING CORPORATION 
Factory: LEETSDALE, PA. 
79 Madison Ave., New York 16, N.Y. 
401 Wood St., Pittsburgh 22, Pa. 
564 W. Monroe St., Chicago 6, III. 














(It WEA at 
ETIQUETTE 


The most famous etiquette guide 
of all time in a brand-new modern 
edition. 


Illustrated, index. 


At all bookstores, $5.50 


FUNK & WAGNALLS 


153 East 24th Street, N.Y. 10 











NOW TODAY’S SECRETARY MAGAZINE can 
become an attractive permanent part of your 
business or home library. 

These famous Jesse Jones files, especially designed fer 
TODAY’S SECRETARY, keep your copies orderly, read 
ily accessible for future reference. Guard against sollinn, 
tearing, wear, or misplacement of copies. Will keep 2 
years’ copies in perfect condition. No irritating wires to 
handle; allows any copy to be removed. 

These durable files come in a rich blue and gray Kivar 
cover that looks and feels like leather and with 
gold lettering. 

Only $2.50 each, 3 for $7.00, 6 for $13.00, postpaid. 
Add $1.00 postage for orders outside U.S. Satisfaction 
unconditionally guaranteed or your money back. 


16-carat 








Jesse Jones Box Corporation, Dept. TS | 
P. O. Box 5120 

Philadelphia 41, Pennsylvania | 
Please send me, postpaid.............. TODAY’S SECRETARY | 
files. | enclose.......... iccabiieeiipsnitil Bill Me (1) | 
SI no siahiad ashschieictsthich chia lide cute‘ cbisdapslemnsstean Gnlisenshdtnodianinonceamanéscas | 
Address | 
a dishciiicitcedasatas Aiessladladeisilliasansincinidiaiinseadatiaklads ee dsticcsviciniicaunien J 
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These Secretarial Materials 

May Mean 
Wider Opportunity For You 


Each item offers a means to better performance and higher 


ee 


select the ones that can best help you. 





[] GREGG SHORTHAND DICTIONARY SIMPLIFIED— 
Gregg, Leslie, Zoubek 
Authoritative, official. In print and shorthand, over 30,000 words, plus separate 


sections on names and abbreviations. Every student and practicing secretary should 
owe one. 336 Pages. List, $3.12. 


[_] MINIATURE—GREGG SHORTHAND DICTIONARY SIMPLIFIED 
Its purse-sized convenience, silvery crisp smartness, and sharp legibility make the 
‘*Miniature’’ an ideal gift for shorthand-writing friends, an appropriate award for 


classroom achievement, a practical reference for your own use. 335 Pages. List, 
$2.90. 


[_] 20,000 WORDS, SPELLED, DIVIDED AND ACCENTED—Leslie 
More than one-half million copies of this pocket-sized volume are now in daily 
use. It serves as a handy reference for checking those transcription essentials. No 
definitions. One of the biggest ‘‘little’’ timescvers in secretarial practice. 249 
Pages. List, $1.40. 


[_] STANDARD HANDBOOK FOR SECRETARIES—Hutchinson 

The classic in secretarial referenve. Packed with current information that will aid 

you throughout your career. Gives you everything: ‘‘who or whom’ to ‘‘setting 

up a financial statement.’’ Lightning indexed. 626 Pages. List, $4.00 

[_] REFERENCE MANUAL FOR STENOGRAPHERS AND TYPISTS— 
Gavin and Hutchinson 

Teachers and training directors find that a copy of the Reference Manual on the 

desk of every student and secretarial worker saves hours of valuable teaching and 

work time. It’s all right here: dictation and transcription tips, punctuation, gram- 

mor. Topics are numbered and coded for quick reference. 192 Pages. List, $1.36. 

[_] SUSTAINED TIMED WRITINGS: Featuring Typewriting Contest 
Copy by Kimball and Bowle—Grubbs and White 

America’s best timed-writing cooy for building and sustaining speed. 42 timed- 

writing selections based on famous Kimball and Bowle copy. Big type. Spiral bound, 

96 pp. List, $1.56. 


[_] TABULATION TYPING—Thompson 


A full treatment of the non-arithmetic easy-way tabulation. Telescopes al! procedure 
into 64 pages of intensive, interesting instruction. If tabulation is one of your 
office headaches, here‘s the cure. 64 Pages. List, $1.24. 


[|] PROGRESSIVE TYPEWRITING SPEED TESTS—Mowunt 


Here's the quick new way to step up typing speed: this new book and a few 


painless practice minutes every day! 144 timed writings ranging from 25 to 100 

wam. Modern business vocabulary used throughout. 96 Pages. List, $1.56 
TYPEWRITING FOR SPEED AND ACCURACY—Rowe 

A comprehensive, all-inclusive drill book designed to increase speed and accuracy 

at any level of learning. Drill material is interesting and informative. 128 Pages. 

List. $1.72. 

|} HANDBOOK FOR THE MEDICAL SECRETARY, THIRD EDITION 
—Bredow 

The key-book to an interesting branch of specialization. Treats everything from 


medical ethics to medical-office bookkeeping. 400 Pages. List, $4.25. 


MEDICAL SHORTHAND MANUAL AND DICTIONARY—Smither 
A reference and practice book that gives comprehensive medical vocabulary, a 
basic knowledge of the formation of medical words and phrases. Detailed cases in 
both Gregg shorthand and longhand. 320 Pages. List, $4.25 


|_| DICTATION FOR THE MEDICAL SECRETARY—Berger and Byers 


Practice dictation from the three major 
Medicine. 313 Pages. List, $3.75 


OFFICIAL GREGG SHORTHAND NOTEBOOK 


Spiral bound. Pages lie flat while writing. Smooth finished, top-grade paper 
especially suited to pen writing. 70 Sheets. 140 Pages. Your biggest buy in short 
hand classroom supplies. Per dozen, net, $2.64. One or two gross, per gross, net, 
$28.80. Please add 10 per cent for shipments west of the Rockies. 
OFFICIAL GREGG SHORTHAND FOUNTAIN PEN 

The special glide-action fountain pen designed by Gregg for the use of shorthand 
writers. Sleek black barrel with perfect shorthand-writing balance. Identified by 
Gregg symbol on the cap. Each pen: $6.50 net. Discount of 20 per cent on orders 
of six or more. 


] ESTERBROOK GREGG APPROVED FOUNTAIN PEN 


areas: Physical, General, and Surgical 


Avcilable in black barrel. No. 1555: each pen, net, $2.95. No. 9555: each pen, 
net, $3.55. Renew points available. Discount of 20 per cent on orders for 12 
or more. 


DICTATION TAPES AND DICTATION RECORDS 
A complete line of these modern training aids, 
struction or practice. 


available for every level of in- 
Let us send you complete information 


Clip this list . . . indicate the quantity of each item you need 
mail it today. 
[} C.0.D. [ } Remittance enclosed 


Teachers and Training Directors: let us bill you at your 
usual professional discount. 





GREGG PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 
330 West 42nd St. New York 36, N. Y. 
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are your memos asadmired 


as your make-up? 


Ask any boss: the girl who leaves neat, easy-to-read 
messages is a blessing. She writes so well— 

and she rates so high— because 
she uses an EAGLE MIRADO. 
Here's a pencil that actually 





stays sharp for pages... 
makes your memos look 
marvelous. (Makes you look 
pretty good, too!) 


“thei athe, pow: 
EAGLE 
MIRADO 


STAYS SHARP FOR PAGES ! 
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ALL METAL 


COPYHOLDER 


THAT CAN'T BREAK 
ony SSD 









Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
tan, sea foam green, steel gray. Available 
at stationery stores or send us $1.35, we 
pay postage. 


BANKERS BOX CO., Dept. TS-5 


2607 North 25th Ave. ® Franklin Park, Ill. 








booklet for secretaries 
TELLS HOW TO 


®@ secure high-paying 
stenographic positions 
increase your salary 
win promotions 


have job security 


get higher marks in school 


lam a steno, too. Many of my friends are 
stenographers. Some are making the top sal- 
aries. Others are just barely getting by, bor- 
rowing a dellar or two “until payday,” and 
complaining about long hours and low pay. 
The ones with the high-paying jobs have used 
the information in this FREE booklet. Take 
advantage of this wonderful opportunity. 
Send for your FREE booklet TODAY. 


Jane Keane 
809 So. Hobart Blvd., Dept. 5 


Los Angeles 5, California 


Please send me your FREE booklet telling 
me how [I can secure the high-paying secre- 
tarial jobs, 


Address...... 


| RT ae 
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DISCOVER SPAIN 


(Continued from page 29) 











fabulous lunch. Madrid itself has the 
Prado Museum, swank hotels, wonderful 
restaurants, shops, night clubs, theaters, 
concerts, bullfights. Spring and fall are 
its best seasons. 

The Deep South is what most people 
expect all Spain to be like—a_ sun- 


drenched land of Moorish palaces. bull- 


fighters, and flamenco dancers. Here is 
Seville “The Golden.” Cordoba “The 
Austere.” and Granada of Alhambra 


fame. The South is also Spain's winter 
playground. Here you can sightsee from 
open carriages, sail, skindive, laze on the 
beach—in the middle of January. 

If a sun- and sea-bathing, beachcomb- 
ing type of vacation appeals to you, then 
you ll find it from April to October along 
the Mediterranean coast of Spain. There 
are two main areas, the “Costa Blanca™ 
between Alicante and Valencia and the 
“Costa Brava” north of Barcelona, where 
“to enjoy yourself,” it is said, “you must 
come prepared to give laziness the im- 
portance it has in life, which is consid- 
erable.” For a change in pace, spend a 
week in cosmopolitan Barcelona. 

\ holiday in the Atlantic provinces of 
Spain is a mixture of resort life and off- 
the-beaten-path touring. The coastline 
extends from San Sebastian, Spain's ofh- 
cial summer capital, to the fjords of 
Galicia, where cool summer weather and 
picturesque fishing villages are a_ spe- 
cialty. The native bagpipes look any- 
thing but Spanish, but you'll have as 
much fun learning to play them as you 
will experimenting with a pair of casta- 
nets in Andalusia. Two. sightseeing 
“musts are the medieval towns of San- 
tiago de Compostela, shrine of St. James 
the Apostle, and Santillana del Mar. 

Sample one of the vacation areas 
you Il want to see all the rest. 

To get there: By air—with many airlines 
flying to Madrid and Barcelona. New 
economy rates bring all of Europe into 
affordable traveling distance. By ship 

The Spanish line goes directly to Spain 
—American Export line does too on cer- 
tain trips. Others stop at Gibraltar, from 
whence it's an easy launch trip to the 
Spanish mainland. To buy: Jewelry and 
Toledo-ware; Talavera porcelains, man- 
tillas, linens, gloves, lace, and leather 
(cheaper than in 


goods; perfume 


France), Spanish 


sherry, custom-made clothes and shoes. 


pottery, glassware, 
To eat: Spanish food is wonderful. Try 
the local specialties—paella, suckling 
pig, all kinds of seafood, tiny wild straw- 
berries, magnificent melons. 
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A fellow 


worker-who 
is not after 
your job 















Here’s a desk mate who takes the 
guesswork out of your job... it 
always has the right answers to 
make you worth more to your 
boss. 

Free your mind of pesky details, 
have time for things that really 
count ... it’s easy with an EVER 
READY desk calendar to organ- 
ize your everyday routine. It’s 
also a good way to get ahead 
faster. 

For a dependable desk mate, ask 
for EVER READY calendars by 
name. In several styles and colors 
to match other accessories. 

















EVER READY 


CALENDAR 
MANUFACTURING CO. 


150 Bay Street 
: Jersey City, New Jersey 



























































The amazing 
second sheet 
that delivers 
13 clear copies 
at one typing 


What a second sheet! Strong. 
Stands up better and longer. 
Handles easier. Lies perfectly 
flat. Erases cleaner, quicker. 
Thin and compact for fast 
filing. Seven different colors 
for easier channelling. Next 
time you order second sheets, 
say Sea Foam specified 
first by better offices across 
the country. 






Write Dept. T-5 
for 


free samples. 


BROWNVILLE PAPER CO. 
BROWNVILLE, NEW YORK 








OFFICE 
SHOPPING 








THE “TAX COLLECTOR” is a device to be 
used for calculating withholding taxes and 
the new 2% per cent social security 
(F.1.C.A.) taxes. Gives accurate, direct read- 
a split 
second. Simply slide the chart to the desired 


weekly wage (from $0 to $150) 


calculated to the penny—in 


o 
ings 


the amount 





of tax automatically in the clear 


appears 


Extra chart on the back gives “Pen- 
sion Plan Withholdings.” Price, $3.50. From 
Melcar Office and Business Equipment, Dept. 
lS, 480 Canal St., New York 13, N. Y. 


window. 


NOW THE BUSY SECRETARY can center 
words on a page perfectly with the Steno- 
graphic Centering Scale. This new device 


looks like a ruler, is used just as easily: 
(1) The copy to be centered is typed and 
measured on the scale. (2) The answer is 
transferred to the typewriter’s spacing scale 
and becomes the starting point. (Longhand 
Scale 


in flexible plastic and carries markings for 


can also be measured.) is available 
measuring pica, elite, and variable-spacing 
based on the use of pa- 
per 8 $1.00. For fur- 
ther information, write to Stenographic 
Centering Scales, Dept. TS, 1511 N. Algona, 
Dubuque, la. 


typewritten lines 


8'% inches wide. Only 


NO MORE HUNTING UP telephone num- 
bers, forgetting them while dialing, or call- 
ing wrong numbers! The “Phone-O-Matic’ 





Phone Number Selector automatically re- 
members numbers, in addition to exchange 


and area codes for distance dialing. Each 

















from the first touch 
of the keys 


= 
‘ 
a 


... you'll like 
OLYMPIA’S 
ease —speed— 


precision ~~‘ | 


f 


wv 


... because Olympia’s 
the world’s finest type- 
writer to do business 
with. Just ask the 
lucky gal who’s using 
one. She’ll tell you it’s 
equipped with every 
worthwhile feature for 
easier, faster, finer 
typing. Have your boss 
call nearest Olympia 
dealer for a trial 
demonstration! 
















WRITES BEST OF ALL * 
BECAUSE IT’S BUILT BEST OF ALL 





Nationwide sales and service — 
through authorized Olympia dealers. 


OLYMPIA DIVISION 
Inter-Continental Trading Corporation 
90 West Street « New York 6, New York 
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Gets the “7a FA 
onthe cleaner instead 
of your fingers 


AW.FABER 





The dirtiest job a Typist has to do— 
cleaning the keys on her machine—is 
a breeze when she uses the new 
AW. Faber Plastic Type Cleaner. 


It comes in individual strips. Just place 
a strip lengthwise across the keys, 
press firmly, then lift off. Repeat ap- 
plication over entire type area. Then 
toss the dirty strip into the basket. 
Next time use a fresh strip. 


No unpleasant fumes. No working 
with a big, messy ball of gook. 8 
strips for 8 cleanings. Saves time, 
keeps fingers clean. 


Get a box today. But don't let any- 
one talk you into buying a substitute. 
Look for the AW.Faber label. 


A.W.FABER-CASTELL 


PENCIL CO., INC. NEWARK 3, N. J 
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digit is dialed as it appears in the lens 
the number selector clearly shows each dig- 


it to be dialed, Convenient, durable, and 
accurate, it fits over your phone dial. At- 
tractive ebony-black and gold index box 
holds 180 numbers. About $9.95. For com- 
plete information, write to Dial Direct 


Dex, Dept. TS, 209 Los Molinos, San Clem- 
ente, Calif. 


GIVE YOUR TYPED material the appear- 


ance of expensive typeset printed matter 


the 
justifier that automatically evens the right- 


by using “Marginator,” a typewriter 


hand margin. It will justify columns from 
as narrow as 1!4 inches to as wide as the 
the two or 


carriage of more 


typewritel 





columns may be justified on the same page 
Actually con- 
denses or expands copy as needed and is 


without shifting the paper. 


simple to operate within a few minutes 
after installation. Regular operation of your 
not affected. 


information 


literature 
about the Mar- 
ginator, write to Marginator Company, Dept. 
TS, 1121 W. Magnolia Blvd., Burbank, 
Calif, 


typewriter is For 


and further 


COPI-MATE CARBON SETS will help you 
to make up to 10 carbon copies (at a single 
typing) neatly and efficiently. One-time car- 
bon paper is spot-glued to the copy paper 

may be quickly pulled apart. Sets come in 
letter or legal size. Copy paper is available in 
white and other colors—may also be printed 
with your company’s letterhead, a red line 
for legal work, the word “COPY,” 


information 


or other 


you may require. Sets are 
packed 500 to a box. For further information 
about this new Copi-Mate product, write to 
Leedall Products Mfg. Co., 130 Van 


Liew Ave.. Milltown, N. J. 


Inc., 


THE UNUSUAL “SATEL-RITE” Ball Pen 
Desk Set has been developed to meet the in- 
creasing demand for office equipment with 
the look of the future. It's the very latest 


Pen features 


styling 


in smart, dramatic 





“Cushioned Writing” for smooth, trouble- 
free writing. Price, $2.95. From the Bert M. 
Morris Co., Dept. TS, 8651 West Third St., 











Los Angeles 48, Calif. 


70998 


AW. FABER GraserSrik GIL SERVICED 


# knows 








I'd just as soon 





give up my lipstick 





as My A.W.FABER 


-EraserS7K, 





“Every girl who uses an 
A.W.FABER ERASERSTIK 


what | am 
talking about. It’s just 
impossible to do a 


clean letter without an 
ERASERSTIK. Mistakes 
happen—but they're no 
problem if you whisk 
‘em away with your 
trusty ERASERSTIK.” 





Girls, become a 
better Secretary by cul- 
tivating the ERASERSTIK 
habit. With this pencil- 
shaped, white-polished 
beauty you erase with- 


out a trace, turn out 
beautiful letters. Pick 
up a few from your 


stationer today. 


Which point 
do you prefer? 
MEDIUM or AVERAGE 
THIN or BLUNT 


ERASERSTIK gives 
you your choice 


Point it with any 


mechanical or hand 
sharpener. 








AW.FaBer &RASER 











TIK 





AW. Faber-Castell Pencil Co. 
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Newark 3, N. J. 
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BEWARE 


of buying any dictionary 
Said to be 
“just as good” as a 
MERRIAM-WEBSTER 


You buy a dictionary for one sound 
reason. You want to be right and to 
know that you're right. 


The one desk-size dictionary that 
fully and absolutely justifies such con- 
fidence is Webster’s New Collegiate, 
published by G. & C. Merriam Company. 
Nothing less than a genuine Merriam- 
Webster can be “just as good.” 





THE BEST costs you no more: 
$5 plain. $6 thumb-indexed. 


Only Webster’s New Collegiate, by 
Merriam, is based on the unabridged 
Webster’s New International Diction- 
ary, Second Edition — relied on as “the 
Supreme Authority” throughout the 
English-speaking world. 


Only Webster’s New Collegiate, by 
Merriam, is produced by a company 
which has specialized entirely in dic- 
tionary publishing — for over 100 years. 


Only Webster’s New Collegiate, by 
Merriam, is kept up to date by a large, 
permanent staff of experts who are spe- 
cialists in dictionary making. 


And Webster’s New Collegiate, by 
Merriam, is required or recommended 
by nearly all colleges and universities 
throughout the country. 


When you visit your department, 
book, or stationery store, insist on buy- 
ing the best, Webster’s New Collegiate 
Dictionary—a genuine Merriam- 
Webster. Ask for it by name. 


G. & C. MERRIAM CO., Springfield 2, Mass. 
54 








BUSINESS LAW 


(Continued from page 11) 





certain standard forms to follow, mak- 
ing the pertinent changes in each case. 
Keep your own contracts file of extra car- 
bons to use as models. The signed con- 
tract should be kept in a sealed. labeled 
envelope, in a separate file for easy refer- 
ence, 

We all know the pitfalls of forgetting 
to prepare a will—or putting off until to- 
morrow what should have been done yes- 
terday. Think for a moment of all the 
dire complications that could arise in 
your employer's family and business if 
his will were lost or damaged. or if he 
died intestate (without making any will 
at all). Urge him to attend to this vital 
matter if he has not already done so. 

Here are a few terms that you may 
have heard but not understood. The per- 
son making the will is the testator or 
testatrix. The person named in the will 
to administer the estate is the executor 
or executrix (and there may be more than 
one). If no will has been left. the court 
appoints an administrator or administra- 
trix. A person who is dying can make a 
nuncupative, or oral, will but cannot be- 
queath land this way. If he writes. dates. 
and signs his will by hand, it is called 
a holographic will. 

We've all heard of court actions con- 
testing wills because they have not been 
properly drawn up, signed, or witnessed. 
Why are some wills revoked? Because of 
mutilation, cancellation, destruction, or 
the execution of a new one. A will may 
also be modified by the addition of a 
codicil below the signatures. This too 
must be witnessed and signed with the 
same formalities. 

If you act as your employer's witness. 
it’s not up to you to know the provisions 
of the will, but merely to attest to his 
signature and to assure the beneficiaries 
that he was in sound mind when he 
signed it. And be sure that he puts this 
important document in a sealed envelope, 
preferably in a bank safe deposit box. 
and that you know exactly where it is 
kept. 

You, too, can become a notary public 
if you wish! In many offices it is a very 
useful title to have. Write to the secretary 
of state of your state for the necessary 
instructions and forms concerning the ex- 
amination, fee, and citizenship qualifica- 
tions. You may be required to give a 
bond. Your appointment will state in 
what county you are authorized to per- 
form and when your commission expires. 
You'll need to buy a notary public seal 
and rubber stamp, can charge 25¢ to 50¢ 
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to a desk! 


speeds efficiency—ups morale 


BOSTON CHAMPION 


PORTABLE PENCIL SHARPENER 


now in decorative green, blue, sand-tone, and 
gray colors 
e sharpen pencils at desk—fast—no 
more sharpener searches 
® saves much more in time and effici- 
ency than actual cost in brief period 
e a low-cost quality item that helps 
desk workers feel more important 


Send for free comprehensive report on sharp- 


BOSTON 


eners, Booklet Y. 


C. HOWARD 


HUNT 


PEN CO., Camden 1, N.J. 





| SHARPENERS 














ATTENTION GRADUATES 


Renew your subscription to TODAY's 
SECRETARY now before leaving school 
so as to— 


® save money 

® not miss receiving the September issue 

e add to your prestige in your first office 
position by including Topay’s SEcRE- 
TARY in your professional reading 


TODAY'S SECRETARY will increase 
your popularity with the staff in the 
office, too, including the boss! 


"Il have been bringing my copy of 
TODAY'S SECRETARY fo work with me 
and letting the other girls read it. We 
really think it is most worth while— 
even some of Our bosses have com- 
mented on what a good magazine it 
1s." Selma H., Ohio 


Certify to your professional interest 
and ambition by taking Topay’s SEc- 
RETARY with you into your first office. 
The school rate is available to you until 
June 15. 


EXCLUSIVE 
GRADUATE SUBSCRIPTION CREDIT CERTIFICATE 


(_] Payment of $2 enclosed. [_] Please bill me. 


(Please print in this space the name and address 
of subscriber.) 








TODAY’S SECRETARY 











per signature, depending on the going 
rate in your state. (Don't charge your 
boss. his clients. or his friends!) You do 
not read what you are notarizing—only 
verify the genuiness of the signatures. 

Another legal paper that may cross 
your desk is the affidavit—a sworn writ- 
ten declaration of the truth of certain 
facts. Here is where a notary public, 
judge. or justice of the peace officiates. 
Oh, yes. where are legal papers re- 
corded? In the recorder’s office at the 
courthouse. for a small fee. 

And. if you need to obtain copies of 
specific laws for your employer. write to 
your Congressman or the Superintendent 
of Documents. Washington, D.C. The see- 
retary of state of your state will furnish 
state laws. There may be a charge for 
these. 

These are only the basic rudiments of 
business law. but vour local library can 
furnish any detailed information you may 
need in an emergency. And, if you find 
these or similar problems cropping up 
more often. you might find it worth your 


take a 


course in business law at your local col- 


while to one-semester evening 


lege or university. 





(Key to teasers on page 26) 


*.CAL,.” “CIAL.” OR “CLE”? 


-cal: 1.3.4.6.8 
ag ial: 


9 
-( le: 2 9 


GEOGRAPHIC HOLDOVERS 

l. china: 2. india ink: 3. turkish towel: 
1. Welsh rabbit (Many cookbooks have sub- 
stituted rarebit for rabbit.) ; 5. paris green: 
6. prussian blue: 7. Roman numerals; 8. 
manila paper: 9. Danish pastry. 


ARE YOU IN A “FIX”? 

l. repaired: 2. cut, set, shampooed, or 
whatever is needed: 3. predicament; 4. put 
in order, rearrange, clean: 5. repair, re- 
shingle: 6. preparing, cooking: 7. adjusted: 
9. settled, established ; 
10. resoled, mended, repaired, shined. 


8. name, set, arrange: 


END WITH THE SOUND OF “0” 
l. below: 2. owe: 3. bureau (There are 
two plural forms for this. Spell each.) ; 4 
doe; 5. dough (Also the slang for money.) : 
6. know: 7. floe: 8. trousseau (Another word 
with two plural forms.) : 9. foe; 10. sew. 


THE DIFFERENCE BETWEEN— 

1. Simulate means to pretend or to look 
or act like. Stimulate means to arouse to ac- 
tion. 2. Facilitate means to make easy or to 
lighten the work of. Felicitate means to con- 
gratulate—it is 
congratulate. 


a more formal word than 


3. These are simply two spellings of the 
word meaning arrangement in a straight 
line. The first form is used more frequently. 
1. Detract means to take away something 
desirable from a person or thing. Distract 
means to draw the attention in another di- 
rection; to divert. 
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FILING NEEDN'T BE A GAME OF... 
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HOUNDS 


Chasing the letter, invoice or other paper you want is neither 
efficient nor profitable—and totally unnecessary if you file by the 
ACCO method. Let your Stationer brief you on Accobind Folders, 
Accopress Binders and the Acco System for keeping papers in 
order and safe. 


‘“ACCO BOUND PAPERS ARE SAFE PAPERS’’ 


ACCO PRODUCTS 
Division of NATSER Corporation 


Ogdensburg e« New York 


In Canada: Acco Canadian Co., Litd., 


Toronto 
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$U-550 
Theory album (Gregg); 
correlated with first 
54 Simplified lessons. 
Album case & 9 records 
Nonbreakable—45 r.p.m. 
Shorthand folders 
Complete album—only 
$8.50 net, plus 
postage. 


SU-560 
60WPM—11OWPM 
Album case & 5 
records 
Nonbreakable—45 
p.m. 

Shorthand folders 
Complete album—only 
$5.75 net, plus 
postage. 


$U-570 
11OWPM—160WPM 
Album case & 5 
records 
Nonbreakable—45 
‘p.m. 
Shorthand folders 
Con plete album—only 
$5.75 net, plus 
postage. 


$U-580 
160—210WPM 
Album case & 5 
records 
Nonbreakable—45 
p.m. 
Shorthand folders 
Complete album—only 
$5.75 net, plus 
postage. 


ALLIED PUBLISHERS, INC. 


4832 N. LINCOLN AVENUE 
Chicago 25, Illinois 


CENTRAL BUILDING 
Portland 5, Oregon 
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Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


f—-MAIL COUPON TODAY-~“ 
RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 
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| Address 
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EMPLOYMENT AGENCY DIRECTORY 








ic! Are you looking for a new job? On this page, every 
month, you'll find listed reputable employment 

= agencies that can help you solve your job-hunting 
problems. Whether you want a job in your own 

vicinity or whether you want to move to a new loca- 

tion, our Employment Agency Directory can be your 

| expert guide. Check the agencies listed here first. 











CHICAGO HOUSTON 


a ( urnishin 
See et | SPECIALIZING 


In Secretarial and Related Positions 








= High-Paying Chicago 
Market On An QUINBY EMPLOYMENT SERVICE 
petpagnontanyin Employer Pay Feo Sacis ‘‘Houston’s Oldest—Under One Owner"’ 
PLACEMENT 


59 E. Madison * Suite 1418 
\._ SPECIALISTS \ CEntral 6-5670 ” 406 Bankers Mortgage Bidg., Houston 2, Texas 

















CLEVELAND NEW ENGLAND 





In Clevelan 


THE WILSON AGENCY 


d it’s. 
One of New England’s finest! Fully co-ordinated. 
Excellent staff with superior facilities to get 
N F RLS the job done promptly. Your résumé will re- 
ceive immediate and continuing attention until 
you are happy once again. 
' Pa , . 


i : | GENERAL OFFICES: S,G005°3, SESet ctieut 
1290 EUCLID SU. 1-4506 BRANCHES: Middletown, New Britain, Springfield 

















DENVER NEW ORLEANS 
We Find THE JOB to Fit THE GIRL Planning Relocation? Contact 
Beginners to Office Managers 
Friendly—Confidential—Effective A-1 EMPLOYMENT SERVICE 
1409 National Bank of Commerce Building 
GRAHAM 
New Orleans 12, Louisiana 
776 Broadway AM 6-1631 14 Years Same Management Jackson 2-4241 
HOUSTON SAN FRANCISCO 
501 Melrose Bidg. Girls Only “A Step in the Right Direction...” 
t I when you visit 
ess e *\ WESTERN EMPLOYERS SERVICE 
———- ee LN for the best in office positions 
SINCE 1924 : San Francisco’s Largest 
Courtesy to all is our policy. Our counselors } NO FEE AGENCY 
YOU are our special Interest. 7 995 Market St. — DOuglas 2-5486 

















Want information about employment agencies in other cities? We'll be glad to furnish, 
on request, names of reputable agencies in cities not listed here. Send a stamped, 
self-addressed envelope with your request. 
TODAY’S SECRETARY 
330 W. 42 STREET, NEW YORK 36, N. Y. 





WHERE TO BUY 


Fashions shown in this issue may be Woman, New York: Marshall Field, Chi- 
found at the following stores: cago: I. Magnin, San Francisco: Bullock’s, 


Los Angeles. 
COVER: “Slim Diggers” by White Stag. 


Altman’s New York; Marshall Field, Chi- C. White Stag’s Bermuda Shorts. Marshall 
cago; Frederick and Nelson, Seattle. Field, Chicago: B. Altman, New York: 


Frederick & Nelson, Seattle. 
PAGE 31: Koret of California Sheath. 


Willson Chase Co., St. Petersburg: Wm. H. D. Century Separates. Arnold Constable, 
Block, Indianapolis: Walker's, Long Beach. New York; Maas Bros., Flint, Michigan; 


Bullock’s, Los Angeles. 
PAGES 32-33: A. Handbag by Park Lane. 


Gimbel’s, Bloomingdale’s, New York: Sako- E. Scarfs by Vera at fine stores throughout. 

witz Brothers, Houston; Stix, Baer & Fuller, 

l'amous & Barr, St. Louis. PHOTO CREDITS: Page 28: Air France; 
Trinidad and Tobago Tourist Board. Page 

B. Di by Young Viewpoint. Tailored 29: Spanish National Tourist Department. 
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EXPLORE CARIBBEAN 


(Continued from page 28) 





casino and dinner-dancing for really 
glamorous evenings. 

Next stop on the tour might well be 
Trinidad. perhaps the most cosmopolitan 
of all the Caribbean Islands. Part of 
the British West Indies, this “island in 
the sun” is a fantastic combination of 
African rhythm, Hindu temples. Moslem 
mosques, British order, and Latin tem- 
perament. Two added attractions: the 
food and shopping—both memorable. 

Still in the British mood is the coral 
island of Barbados. where at one moment 
you may be watching a group of school 
boys plaving cricket on the school green, 
the next marveling at the sight of coco- 
nut gatherers climbing the highest trees. 
Shopping is excellent here. too. European 
imports are priced to please the most 
avid bargain hunter. and Barbadian 
curios—tortoise shell. costume jewelry. 
mahogany novelties, native fabrics and 
pottery—are just the things to take home. 

For a Dutch treat, there's Sint Maar- 
ten, or as the French who share this is- 
land call it—Saint Martin. Here vou can 
find beautiful beaches. excellent fishing 
and sailing, cockfights (on the French 
side), a voleanic island that has a town 
at the bottom of what was once a crater. 
East Indian cooking (a Dutch specialty). 

You ll find the French touch in Marti- 
nique, justly called “Land of the Flow- 
ers. The island is best known perhaps 
for two reasons: It was the birthplace of 
Empress Josephine, the wife of Napoleon. 
and it contains the Pompeii of the Wesi- 
ern Hemisphere—St. Pierre. destroyed in 
the eruption of Mount Pelée some fifty 
years ago. Shopping is ideal. 

The question of what to take along on 
a Caribbean tour can be answered easily. 
Several drip-dry cotton dresses for day. 
sports clothes—to wear only when the oc- 
casion calls for them—one or two “espe- 
cially nice” dresses for gala evenings. a 
light topcoat or pretty evening sweater. 

Keep your baggage weight under 44 
pounds, thus leaving a little extra room 
for the “buys” you'll find. 

Typical tour prices: a two-week jaunt 
to San Juan, Barbados, Martinique, Anti- 
gua, and Saint Martin will cost you $252: 
a one-week tour to San Juan, Antigua, and 
Saint Martin costs $105. Add to this the 
cost of your flight from your home town 
to San Juan and you have the modest 
price of an enjoyable, unforgettable vaca- 
tion. To take along: proof of citizenship 
and a certificate of vaccination (no pass- 
port is necessary). And don’t forget your 
camera—and lots of color film. 
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THE CASE OF THE 
T DIARY by 
YOUR GIRL FRIDAY 


. . and AFTER she read the first few pages . . . was HER face red? It was. She had underestimated her boss. Here's what was 
IN that HOT diary: 


“My secretary keeps complaining about what she calls ‘eye fatigue’. Says reflected glare on harsh typing paper 
and the black print on white paper slows her down to a walk by the end of the day. Well . . . even | have heard 
of Panama-Beaver ‘‘vision-engineered'’ products. Even | know about those COLORED Panama-Beaver Hypoint 
Carbon papers. They're soothing to the eye and harmonize with all paper. The Panama-Beaver Lustra Colorful inked 
ribbons do the same . . . scientifically harmonizing with letterheads and all forms. And take those EYE-SAVER 
Unimasters for spirit duplicating. Their tinted jackets avoid any glare. Easy on the eye, yet the typing stands out 
and they produce ‘brilliant copies in amazing numbers. | am surprised that my secretary..." 


Well, our Diary snatcher, pink cheeks and all, wasted no time asking her office neighbor about Panama-Beaver. In no time a 
highly competent and accredited representative called to demonstrate the exclusive features the boss had known about all along. 


PANAMA-BEAVER 


Coast to Coast Distribution 


MANIFOLD Supp.ies Co. 
19 Rector St. New York 6, N. Y. 


MERIDIAN EVR-FLAT CARBONS °- EYE-SAVER UNIMASTERS + LUSTRA COLORFUL INKED RIBBONS 











Esterbrook Makes a Point—for Bess 


Wee Steno Bess was sent to see 





The personnel man at McGee. 
He sought the very best in town 
For busy, grumpy Mister Brown. 








“Bess,” he warned, “the girl we need 
Must take Gregg with engine speed. 





Correspondence will be VAST!” 
Bess said, “Esterbrook is fast!” 


(What poise! Of course, she’s referring to Esterbrook’s 
comfort and smooth writing ability. 





“Too,” he said, “‘and in conclusion, 
Mister Brown won’t take intrusion. 
Accuracy’s a must, I fear.” 

Bess said, “Esterbrook writes clear!” 


} 


(Always! Esterbrook’s Gregg-approved point |No. 1555 
writes the even line so important for legible Gregg! 





Mister Brown now cracks a smile— 
Work flows like the River Nile. 
““She’s a jewel,” he crows in praise! 
“Tl put that girl in for a raise!” 


I should hope so!) 








Bess didn’t get a chance to mention that Esterbrook is the only fountain pen 

with a Gregg-approved replaceable point (No. 1555). (Just one of 32 
precision-made points. One for every writing need. 

Or, that you can replace damaged points in seconds — for an economical 60¢. 






Gsterbrook —the only Gregg- 


approved pen with replaceable points. Just $2.95 





